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come out, come out, wherever you are 


© And to get crude oil out, profitably, 
management keeps a sharp eye out for 
ways to cut costs. That eye falls 
happily, these days. on Moore busi- 
ness forms. For, while office overhead 
streaks up and up, these multi-copy 
forms slice waste, boost output for 
businesses large and small, 


The Atlantic Refining Company, Phila- 
delphia. uses Moore cost-cutting tabu- 
lating forms to secure speedy, accurate 
control. The Humble Oil and Refining 
Company, Houston. Texas. uses Moore 
business forms. Your firm, too, can 
shave operating costs and get airtight 
control, Just call your local Moore office 


MOORE BUSINESS FORMS, INC. 


Q > 


SALESBOOK 


SPEEDISET 


On the trail of crude oil in Louisiana sean 


for proof and money-saving det ,, 


Sales offices in over 200 cities fi 
coast to coast. ready to serve you swil 
There are Moore factories in Niag4 
Falls and Elmira, N. Y.; Minneap: 
Minn.; Denton, Texas: Los Ang 
and Emeryville. Calif. Also salesof 
and factories across Canada. 
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FLATPAK™ 


A World of Accomplishment at Your Fingertip 


THE OUTSTANDING 
characteristic of the 
new AUDOGRAPH is 
that it helps you do more 
work and better work, without con- 
scious effort on your part. It literally 
“places a world of accomplishment 
at your fingertip.” 

The AUDOGRAPH starts, stops, 
records, plays back by simple electric 
“touch” control. It also permits you 
to indicate corrections, as well as the 
beginning and end of your dictation, 
through the patented Electromatic 
Index, by a touch of your finger. This pre- 
cisely synchronized index also regis- 


ters the length of your messages — 
a very welcome aid to efficient trans- 
cription, as any good secretary will 
tell you. 

The new avupoGRaPH occupies 


scarcely more space on your desk 


than the standard size letterhead. It 
is light, portable, so sturdy you can 
use it while traveling by train, 
plane, or even in your own Car. 
The new AuDOGRAPH 
gives you recordings 
on paper-thin viny- 
lite Flexograph 
discs that can be 
transcribed, mailed 


FILL IT IN! TEAR IT OUT! MAIL IT TODAY! 


Name & TITLE 


like a letter or filed with consider- 


- able space-economy. In fact the new 


AUDOGRAPH represents such an 
ideal combination of many features 
for achieving the best results in 
soundwriting, it will pay you to 
know more before deciding on any 
dictation system. Have your secretary 
send in the coupon 
for free booklet now! 


A PRODUCT OF 


THE BRAY MANUFACTURING COMPANY 


W. E. DITMARS, Pres. @ 230 PARK AVE., N. Y. 


Originators of the Pay Station Telephone and 
kers of Communications Equipment since 1 


Business ApprEss 


OFFICE MANAGEMENT AND EQUIPMENT 
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THE REMINGTON DELUXE KMCc 
quiet 


A STAND-OUT FOR YOU, THE OPERATOR. The Reming- 
ton Quiet DeLuxe KMC Typewriter is designed to do your 


typing smoothly, quietly, efficiently. Exclusive KMC (*Key- = Cost 
board Margin Control) requires only a flick of your fingers ners! need Et 
to give instant-set, precision-set margins. Exclusive Page- Med through » A Flick a th 


Endicator instantly flashes a red warning signal when you ap- 
proach the end of your paper. The new light-neutral two tone 
grey finish was scientifically color-engineered to absorb glary 
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light, reduce eye-fatigue. ML 
off 
A STAND-OUT FOR YOU, THE EXECUTIVE. Added to the as, 
* ° r * i aise exe 
eight Plus Values that make every Remington KMC a prime NS 
favorite with executive and typist alike, is Executype ... It — 
adds its own distinctive note to your correspondence, gives ch 
. ‘ 
you letters and reports you can be proud to sign. i Pe 
° ° asie 
The handsome color combination blends smartly but un- emoven! One-third Mery thi 
obtrusively into any type of office setting ... and its measur- : saten lifts = Coverage i 
P ° - u ; e ’ 0; 
ably quieter operation makes the whole office a pleasanter easily forge 4-position pt ' 
- 4 , i - sh. 
place in which to work. ng. on Control, ah 
s adjust. oly 
Mare Typing, Less Cit (fot Sten- : 
ne! Opera. Nor ‘Cutting. mu 
Ors w 4ined Mani 
cures! Ring bus 
free All-Plastic 
CYS are eas ’ 
THE FIRST NAME IN TYPEWRITERS Finger ator s | 
ers, say per 
tim e 
Before replacing any of your Proof Test . let its results € and tem or 
typewriters, call your nearby prove to you that the Remington . | 
Remington Rand representative. Quiet DeLuxe KMC is the type- 
Ask him to give you a Plus Values = writer for your office! VALU ES p ROO ~ 
F TEST: 
MAKERS ALSO OF REMINGTON KMC, NOISELESS AND PORTABLE TYPEWRITERS " on 
— 
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.. restful relaxation at your 
desk with a Goodform Comfort 
Master—the adjustable aluminum 
office chair designed especially for 
executives. 


Five simple adjustments fit’ the 


| chair to your own personal require- 


ments, whether you are tall or short, 
thin or heavy. You sit on luxurious 
foam rubber, which cushions the 
shaped seat, arms and back. It 
gives you good seated posture, with 
much less fatigue at the end of each 
busy day. 


The frame of welded aluminum is 
permanently strong. Lt will not bend 
or dent, split or splinter, or develop 
rough edges to tear clothing. The 


GOODFORM 
April, 1948 


ALUMINUM CHAIRS 


sparkling, satin-smooth anodic fin- 
ish contrasts pleasingly with color- 
ful plastie-coated upholstery fabric, 
retaining its brilliance and beauty 
through the years. 


Goodform Comfort Master No. 
3129 is a prime investment for prac- 
tical working comfort. You can see 
it at the showroom of the local GF 
dealer or branch. It is available for 
prompt delivery, 

e METAL 


DESKS e METAL 
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FILING 


This is the Goodform 
Comfort Master No. 3129. 


GOODFORM 
Adjustable 


ALUMINUM CHAIRS 
==¢ C : > EY 

4 product of THE GENERAL 

FIREPROOFING COMPANY 


423 East Dennick Ave. 
YOUNGSTOWN 1, OHIO 


CABINETS e STEEL 


SHELVING 


vr at i ty. a Pe 
My oe —_ "ae Tas ay ie ae ae 2 : — ae : : 4 F F 
ei : ‘ a 7 2 eas 7 r i j 
ee <> % 
—— 
$ ae az ia ee ees 
f f id J > = ; 
; A a mn ge RT "s®ALA AT CADT AAACTE YD P 
' as ;  & ; + " { >F Ae ; ie i M/t £o tM EF ORK Be 
~ , , s é é , aN a3 ab . a yr 4 a 6 —_' , t ¢ » sid 
: © pr ar ae 2 Af @ Ss | 7 EE me” £D E . ¥ j o@ & Re & 
é. > ond we ~— . 
f . a 1 —y 
am .@ ns % zx ~~ a as . sg ‘ , f 
means Comfort for Executives 
4 means JSeiiit ft iV S 
= 
= 
H y . 
A ; 
} 
: / * 
i 
% 4 
i 3 
4 eiasd 
=f 
ig eae - ; 5 -% "7 
* a : ene - ae / / , . “ ‘ 
<r | g ; ee. ~ 
| : : ~ 
j 
‘ i ig r 
| | y JON y 
; : ii = 
j | Z od ) 
i | t 
| i | j I ; 
| AStantly | . < 
h exclusive 
VY boarg : — 
# rr 3 ~< ag 
gin Controy a J a / —: ~ & 
C), scanned —s | 
* 4 
Ee 7 “ - 
j | > 
ge : 
j 
j 
ird More 
Coverage 
XClusive 
ion Rib. 
2Ntrol, } 
djust. 
1 Sten. } 
ng. i | 
| 
2 | 
as 
ee eC 
ee 5 | 
} 
i * he Aes s te ae Mair = ~— £ 2: 
a ‘a é 4 7 ae See Me ee et See = 72 fete oe Se = Oy a ee 
: tia a - * is . eee aS a, Ce a ci wane >a = oe PA Y ® 8 a0, 
i aoe a ee ee oe ne _ SRS. 2s ol ee i Se ee 


Se 


the mew delu 


an 


MW design 
MCW efficiency |.’ 


The modern, up-to-the-minute design of the 
deluxe WOODSTOCK brings new ease and ¢F 
ficiency to your office. A demonstration will com 
vince you of its dependable performance. Get 
in touch with your local Woodstock dealer... 
he'll be glad to deliver one for a free tial 


WOODSTOCK TYPEWRITER COMPANY woonstocx, nunof 
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25 seconds is all it takes to reproduce a 
translucent record or report in new Ozalid 
Streamliner. Ultraviolet light shines 
through the translucent original, exposing 
Ozalid sensitized paper underneath. The 
print is then dry-developed automatically. 


ne *A cent and a half is all it costs to Oza- 
y y Print (reproduce) an 81/2 x 11-inch trans- 


gn of the 
ase and ef 
n will com 
ance. Get Fm 
dealer... Aim 
free trial. 


‘Everyone should see this!’ Sales reports 
prepared on translucent paper can be du- 
plicated immediately...copies sent out in 
next mail. Information on translucent pa- 
per always gets around faster, more eco- 
nomically—without error. 


THESE NEW SAVINGS EVERY DAY 


lucent report file card or other original. 


e Translucent files are “live” files—only 
25 seconds to copy any record. 


e Each Ozaprint is a positive (not nega- 
tive) copy of your original. Same size, as 
easy to read. 


e “Color coding” is now possible. You can 
reproduce any original in black, blue, red, 
or sepia colors on white or tinted back- 
ground. 


e Translucent originals up to 42 inches 
wide, any length can be Ozaprinted in 
routine manner. 


e8 out of 10 letters, invoices, etc., you 
now receive are sufficiently translucent to 
produce legible file or “pass on” Ozaprints. 


Mail coupon today for free booklet. 


Which to use? 


j One of the most important | 
\ decisions in your business / 


These two sheets of paper look alike...“feel” 
alike...and can be used alike. 


But there is this important difference: 


One sheet is opaque. The other is trans- 
lucent—see how the light shines through! 


When you type, draw or write on trans- 
lucent papers or cards...an almost unbeliev- 
able change takes place in your office. Re- 
ports and records become “alive”...can now 
be reproduced without photography...when- 
ever needed...in a fast, economical blue- 
print, whiteprint or Ozalid machine. 


OFFICE MANAGEMENT AND EQUIPMENT 


Instead of writing it again, simply Oza- 
print it. You can even transpose columns 
of figures from separate translucent reports 
to a composite Ozalid print—without lift- 
ing a pen, without one error in transcrip- 
tion. Proofreading is also eliminated. 


DEPT. 56 


OZALID 


Division of 
General Aniline & Film Corp. 
Johnson City, New York 


Gentlemen: Please send free copy of 
“The Simplest Business System”... 
listing job-by-job savings possible with 
translucent papers and Ozalid. 
a 

Position 


Company. 
Address. __ 


f-—-——--——-----f ZS 


Ozalid in Canada 
—Hughes Owens Co., Ltd., Montreal 
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7 Whats the Life Expectaney 


of these wood chairs and desks 
you want to buy 
for my depariment 7 
w= 
wr oN : 


SEN 
atl 


+ 


¢ — , —— 
= x - 
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Gene: Forty-five, fifty years—more than you'll 
ever use them. 


V-Pres. in Chg. of Actuaries: Humph . . . 
now look here, Gene. I don’t want to tell you 
how to be a purchasing agent .. . but are you 
sure wood is durable enough? 


Gene: That’s what I’m trying to do. But I want 
to replace it with the best. most modern. most 
efficient furniture on the market. That’s wood, 
I’m convinced . . . and you give me this “durable 
Gene: Do you know how long you've had the enough” talk. Seems to me, last time Lois and I 
wood office furniture that’s in there now? came out to your home, you were showing me 


a fine old Chippendale table. 


V-Pres.: Oh, ten, eleven years. — 
tags 7 V-Pres.: Sure was. Beauty. isn’t it? 


Gene: Recalculate, A. J., you dropped a decimal 
somewhere. That museum group was purchased 
in 1921. It’s been well over ten years since it 
was written off the books. And it will last another V-Pres.: Around 180 years. 


twenty years. ... Gene: Wood, isn’t it? 


Gene: Oh, definitely. How old would you say 
it is? 


V-Pres.: Not in my department. it won't. It’s V-Pres.: Oh, oh... 1 think I see what you mean. 
obsolete. Take it away. Get rid of it. Wastes too Okay. Gene, where’s my new wood office fur- 
much room, niture? 


See your office equipment dealer for handsome. 
efficient, durable wood office furniture. 
. 


bod OFFICE FURNITURE /nstituce 


America’s progressive manufacturers of commercial 
desks and chairs . . . cooperating in product im- 
provement . . . in the interest of greater office comfort, 
beauty, morale. 


Their symbol is your guarantee of satisfaction! 
OFFICE MANAGEMENT AND EQUIPMENT 9 
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USPM Mailroom Table 
and Sorting Racks 


@ USPM Utility Cabinet 
ne eS | 


PUT SYSTEM INTO MAIL HANDLING 
WITH 


USPM MAILROOM EQUIPMENT 


ee sorting of mail and intra-office com- 
munications is simple and rapid with USPM 
Sorting Racks. Use these units to keep correspond- 
ence moving in and out of the mailroom without 
interruption or confusion. The USPM Mailroom 
Table accommodates two of these racks, offering 
ample working space for the handling of mail. 

The USPM Utility Cabinet provides convenient 
work space for the final preparation of mail for 
metering. It is designed to hold a USPM Letter 
Scale at eye level and one or two USPM Classifying 
Racks. Letter mail is easily and quickly checked for 
weight and sorted by postage rate and classifica- 
tions. Ask your nearest USPM specialist to show 
you these useful, long-life units. 


Write fon this FREE Folder 


Illustrates and describes the complete line of 
USPM Auxiliary Mailroom Equipment—tables, 
sorting racks, utility cabinets, classifying racks, 
machine cabinets, mailbags and mailbag holders. 
Write Department OM-48 for free copy. 


Metered Mail Systems . . . Letter and Parcel Post Scales ... Letter Openers 
Envelope Sealers . . . Multipost Stamp Affixers . . . Mailroom Equipment 
Endorsographs . . . Ticketograph Systems 


Soles and Service Offices 
in Principal Cities 


NTROLS 


CORPORATION 


Rochester 2, New York 


Commercial Controls Canada Lid., Toronto 1, Ontario 
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meena 


We welcome letters from readers on any rf 
of office management. Opinions expressed are 
not necessarily those held by this magazine. 


Simplifying Letters 
Editor, OrFIcE MANAGEMENT & EQUIPMENT: 

I have been reading a lot lately on the subject of the 
simplified letter, but none of the articles and discussions 
touch on what I regard as the most essential factor in the 
whole subject of shortening and clarifying letters—the pre- 
planning of the letter. 

As long as those who dictate letters work out the letter 
as they dictate, there is little hope for letters that are brief, 
concise, and effective. What use are such suggestions as 
cutting out “Dear Sir” and dropping the formal closing, if 
the body of the letter is just a rambling message which 
makes its point—if it does make it—only after meandering 
all over the place? 

It is always easier to be diffuse than concise, but con- 
ciseness can be attained if the letter writer will take only 
a few seconds before he dictates each letter to consider 
what it is he wants to say. Then it is easy to say it ina 
simple and direct way, in a letter that is quickly transcribed 
and quickly read and understood. 

A TRANSCRIPTION SUPERVISOR, 
Boston 
* * * 
Using "What's Available Now" 
Editor, Orrice MANAGEMENT & EQUIPMENT: 

Under the caption and heading “What’s Available Now?” 
I find your analysis of various types of office equipment and 
furniture very helpful. 

I would like to suggest you bring this series of articles out 
in some type of manual or that you bring out a separate 
index so these items can be readily found in the future, 
and found at the time they are required. 

A. B. Mason, 
Carpenter Paper Co., 
Omaha, Neb. 


It is impractical to gather the installments of the “Whats 
Available Now” series into a manual because the various 
office machine and office equipment items presented are 
constantly being improved upon or superseded by newer 
models. What is featured in any one month are the newest 
items then available; there is no assurance that they will 
still be the manufacturers’ latest models two months or 
six months from then. 

The series is to be repeated each year, covering the same 
categories of products, but picturing and describing what is 
then new. a. 

Beginning next month, each installment of the series wil 
carry an index of the subjects the series has covered to 
date, an adaptation of Mr. Mason’s other suggestion regard- 
ing an index. 


Tue Eprror. 
* ~ * 


Tea for the Office 
Editor, Orrice MANAGEMENT & EQUIPMENT: 

Despite rationing, English office people still get their com- 
forting spot of tea in the afternoon—couldn’t get through 
the day without it! 

There’s a break in every American office afternoon now— 
for coffee, which you have to leave the office to get. Why 
not give a try to tea, easily made on the premises? 

LonpDONER. 


April, 1948 
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It is, of course, PRESTIGE OF MAKER... the 
result of more than 35 years of specialized 
engineering and manufacturing skill. More 
than 35 years of serving the office equipment 
feld with the finest obtainable products — 
products which again and again secure con- 
sumer repeat business—and assure your getting 
maximum A-S-E quality always. 


x«rk 


A-S-E STEEL PRODUCTS FOR MANY USES 


STEEL OFFICE FURNITURE * WARDROBE, STORAGE, AND COM- 
BINATION CABINETS * CLOTHING LOCKERS + FROZ-N-FOOD 
LOCKERS + INDUSTRIAL EQUIPMENT FOR FASTER MATERIALS 
HANDLING ° ELECTRICAL OUTLET AND SWITCH BOXES 


ALL-STEEL EQUIPMENT INC. 


300 Cleveland Avenue, Aurora, Illinois 
ARAL 


coreg unite 


ril, 1948 


New satin chrome hard- 
ware smartly designed 
—gives this complete 
filing cabinet line added 
customer appeal. 
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Ditto Business Systems 


| ee ne 


National Battery Company Reports: 


DESCRIPTION C 


$10,800 ANNUAL SAVING WITH DITTO! 


A letter in 

* our files, from the Scott- 
Foresman Company, tes- 
tifies to this statement. 
Copy of the letter is 
available upon request. 


$10,800 represents the yearly saving of the National Battery 
Company through the use of a Ditto Order and Invoice System. 
This saving is typical. Hundreds of firms have learned that 
Ditto, the One-Writing Business System, pays for itself many 
times over ... through important economies in time and money. 
Equally as important, Ditto eliminates errors and confusion, 
coordinates activities. The flexibility of Ditto enables modern 
business to adapt it to every department. Thus, Ditto is equally 
effective in payroll, purchasing, order-billing and production. 
Large or small, your business can utilize Ditto to distinct 
advantage. 
To learn how National Battery saves 
$10,800 annually with Ditto, write 
for your free copy of Case History 4201. 


Production * Payroll * Purchasing * Order-Billing 


moO TY 
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4 nthe ial diese catch A urd? . t 
Naturally they will, if they are unprotected. Fier, 
filing cases won't protect them for more than a minute o: 
And they may not be protected even in your safe! 
_Here’s why— paper chars without being touched by 
oa temperatures go above 400°. A safe that has been tk 
a previous fire, or was built before 1917, simply cannot 
be trusted. oR aaa) act 34 ah cosa remmies 8 concen ae ae 
si 4 out of 10 firms never reopen after losing their records! "a 


_ for your records — a new Mosler “A label safe. Phi al 


You can trust that — ‘made by, the Ghuiltts: tenpees banat of. 3 os 
and vaults, and approved by the independent Underwriters’ vial , ee ae 


aa Laboratories, Inc. after their toughest trials — four hours of fire, i 
addition to explosion and impact tests. It costs far less than you 
think, - sa iene: oz egqeae iF JZ 


Builders of the U.S. Gold Storage 
Vault Doors at Fort Knox, 
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One of a series of messages ta Lelp you increase your understanding of business paper advertising, and its effect on your busines; 


Maybe “more production” 
isn’t the answer 
to all our problems 


MERICAN INDUSTRY is already producing at almost 

double its pre-war rate. Yet with labor and mate- 

rial costs at an all-time high, the experts insist that we 

must produce still more goods, faster, more efficiently, 
if we are to avoid another boom-and-bust cycle. 


We'll buy that—as far as it goes. 


But let’s never lose sight of the fact that production 
is only half the problem. Because for every increase in 
our rate of production, there must be a comparable 
rise in our rate of sales. 


Actually, of course, there is no such thing as pro- 
ducing goods at a profit. Goods are sold at a profit— 
yes. And while production line savings are vitally 
important, it is of equal importance to keep down the 


What are the ten ways to measure the results of your business paper 
advertising? You'll find the answers in a recent ABP folder, which we'll 
be glad to send you on request. Also, if you’d like reprints of this adver- 
tisement (or the entire series) to show to others in your organization, you 


may have them for the asking, 
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OFFICE MANAGEMENT AND EQUIPME 


is one of the 129 members of The Associated Business Papers, 
whose chief purpose is to maintain the highest standards of editorial 
helpfulness—for the benefit of reader and advertiser alike. 


cost of manufacturing sales. 


That is the function of mechanized selling—to pro 
duce sales on a mass production basis, and at th 
lowest possible cost per unit. Translated into mor 
familiar terms, it simply means advertising to th 
right market, in the right way, at the right time. 


Like the machine on the production line, gow 
advertising is a multiplier of men’s efforts, for i 
enables us to produce (and earn) far more than w 
could alone. And when it goes to work in busines 
papers — with their tremendous concentration 0 
hand-picked readers —advertising becomes the mos 
efficient machine at our disposal for manufacturin 
sales at a profit. 
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om Keep the Answer at Your Fingertips 


1 at th 


om! With B&P Loose Leaf Equipment! 
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z to th 
time. Here’s record keeping reduced to its simplest. Gives effi- a — | 
1e, Z00( cient, low cost operation with a maximum of portability, |—6CUs 
s, for i flexibility and compactness. B & P Visible record equip- 
than " ment puts your business at “fingertip-control”—allows in- 
busines stant location of any information you want. That's why 
nae ¥ it’s conceded to be the most efficient record keeping equip- 
aa ment ever devised. 
Whatever your business, whatever your record keeping 
needs, B & P Visible equipment will do an efficient job 
for you. Save you time .. .save you money. 
S Sfandarg | 
B&P VISIBLE 
MULTIPLE UNIT RACK AND TABLE 
B &p Quick, easy random posting! Stiff end 
Manufacturers of Visible Equipment binders hold records firmly in place. 
fe Coversand Forms Proau ct Bound Books Flexible inner binders separate books. 
“Fingertip-tab-control” facilitates quick 
FOR EVERY RECORD—A WAY TO KEEP IT reference. BINDER improved! B&P 


Exclusive! Automatic shift mechanism 


GENERA , aa ’ = 
RAL OFFICES: 84 HUDSON AVE., BROOKLYN 1, N. Y. entirely eliminates confusion. Facilitates 


"TON 10: 29 OTIS ST. * ST. LOUIS 2: 115 SO. 8TH ST.-* CHICAGO 7: 538 S. WELLS ST. 


NEW YORK CITY SALESROOM: 349 BROADWAY, NEW YORK 13. and speeds-up insertions and removals. 
i, 1948 OFFICE MANAGEMENT AND EQUIPMENT 15 
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Whenever you, like ‘Pookie’, are plan- experience. He can help you choose the F 
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advice of an expert. Your Stationer can plans, too. It’s just one of the many i“ 


offer sound suggestions based on long _ services Your Stationer can render. 
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Q EBERHARD FABER PENCIL COMPANY ~ Vee 
St, Re 

{ ~O \ Leadership i in Fine Writing Materials— Office Pencils, Drawing Pencils, Drafting Pencils, Colored se 
\ prod Pencils, Ink Pencils, Hectograph Pencils, Pencil Erasers, Ink Erasers, Typewriter Erasers, Business ne — 
i Machine Erasers, Fountain Pens, Mechanical Pencils, Refill Leads, Rubber Mth St 
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By Charles O. Libbey 

Take Care of the Little Things.... 21 
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Co-ordination of Office Services .... 23 
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ANDREW GEYER, INC. 


Murray Hill 9-4411 


ill 


April, 1 


5 
260 Fifth Avenue, New York 1 


Established 1877 


M. A. Geyer, President; Donald MeAllister, Vice. 
| President and General Manager; Thomas V. Murphy, 
| Editor; Hugh Ward, Advertising Director; John M. 

Smythe, Mid-West Manager; Franklin Ryan, 
i Pastore, Heskett K. Darby, Associate 
rs. 


Advertising Staf, New York: Fred Steinhilber 
he H. Hasbrouck, Jr., Charles B. Rosengren, 
mee E. Neary, Jr., Bernard E. Neary, Hal Moore. 
sp eeions M. T. Weeks, Manager. Production 
a pwements James V. Quirk, Manager; Milton 
haron. Art Director: Joseph Hochfeld. 

Branch Offices: Boston 16, 471 Statler Bldg. 
(Liberty 9677), Meade & Co., E. P. Meade. Mer., 


A. C. Kretschm 
St, 


2321), Josephine L. 
: San Francisco 5, 593 Market St., (Douglas 
ay ander Rattray; St. Louis 1, 411 North 
St.. (Chestnut 1965), James R. Wright. 

Subscription : $3 a year in United States and its 
Se ag ee a and Canada. Other 

es S, ©f a year. Single copies 25 cents. Copy- 
right 1948 by Andrew > ay at all rights pl 
a Also publishers of Geyer’s Topics, Who 

wa y nes Where, The Gift & Art Buyer, end 
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Ewing Galloway, N. Y. 


Are You the Type? 


% THE modern trend of office design away from what had 
come to be the excessive division of office space into compart- 
ments makes more important than ever the question of who 
gets a private office. 

When private offices were more numerous, the formula 


for allotting them was pretty vague. They went to execu- 
tives of every grade from department manager up, employees 
engaged on highly confidential work, those whose jobs in- 
volved the handling of many important visitors, and those 
who had a great deal of business to transact by telephone. 

Other men and women got private offices, one was forced 
to surmise, because they were the right type to lend tone to 
them, because they gave least trouble when segregated, be- 
cause it seemed wasteful to leave a well-equipped room empty 
too long, or because there really was no other place to put 
them. 

A private office, with a door to close and one’s name on 
the door, is as much a mark of top executive rank as the 
famous baton was to Napoleon’s marshals. Who would dream 
of questioning this prerogative? But it will pay these days to 
be realistically sceptical of other claims to private office space. 

The boss can have the room that goes with his rank. but 
let’s question every other foot of special area subtracted from 
today’s costly office space. Many of the requests for isolation 
are well-justified and failure to grant them will hurt office effi- 
ciency. But even these private offices should be so designed 
as not to be permanent blocks to office flexibility. 
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Security ag LIN] in Litetone * 
» 

You 


INE TOOLS for fine work. With this idea foremost, Security Ste 

( 

aoe Corporation called upon its years of experience aniher 
research to build the CRESTLINE Secretarial Desk . . . to create a piec 


of office furniture with a matchless appearance and a new work-ease efficient 


designed into its every part. For those who demand the best, remember 


For an individual unit or a complete office installation 


... look first to the finest ...to Security CRESTLINE. 


SECURITY STEEL EQUIPMENT CORPORATION + AVENEL, NEW JERSE 
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The Analyst Comes to the Office 


ee By Charles O. Libbey 
Head, Office Methods Staff, Tennessee Valley Authority, Knoxville, Tenn. 


i First of two articles. The second will appear in the May issue. 


* MORE AND MORE we are hearing of the an- 
alyst in the business office, and yet he is not new to 
, management. 

' You have met him before in production man- 
agement, where after many ups and downs he has 
made a secure name for himself in the factory. 
You have also seen him before in large office or- 
“ity Sted Banizations or in enterprises that are almost all 
‘oifice. In general, though with some exceptions 
ence aihere and there, his importance has been growing 
a pies or about ten years. There was a great demand 
; or him during the war, when so many offices ex- 

efficien(\panded in unprecedented fashion. 
member. Perhaps the new trend reveals that he is being 
onsidered now in the smaller office set-up, and 
hy way you look at it you are going to see more 
f him in more places. To a large extent the ad- 
ance of management in the American office, 
here there is more paper work than anywhere 
lse on earth, is going to depend on his intelli- 

yeRsbieence, understanding, and imagination. 

For the office analyst is the employee whom you 
re hiring to advise you on the Way paper work 
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is done, where it is done, where it comes from and 
where it goes, what the paper itself should be, 
and how it is related to machines and appliances. 
In this office paper mill he is called system or 
methods man, procedure analyst, or office engi- 
neer, and unless he is competent and recognized in 
his position, his informal titles will be quite as va- 
ried but not so complimentary. 

Just review what has been going on in the office 
during the last decade. The details are known to 
all those interested in the advance of office man- 
agement: 

1. The office has more employees and more divi- 
sion of labor than ever before. 

2. Machines and appliances have multiplied with 
more specialized applications. 

3. There is more paper work—more records, 
more forms, more routines. 

4. There is more tendency to combine office 
operations under one responsibility. 

5. The office is more conscious of the working 
environment for the employee and of his well- 
being. (Turn to next page) 
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6. The ofhce employee has developed a group 
consciousness, and management recognizes more 
clearly perhaps that the interested employee is 
the productive employee. 

7. Employee training and office manuals are 
everywhere on the increase. 

8. Management recognizes more fully the im- 
portance of organizational definition and clear 
lines of authority. 

9. Management has seen office costs increase, 
realizes that all procedures must mesh together 
efficiently and economically, and recognizes that 
fact finding must precede decisions. 

In short, we have learned that an executive can- 
not run an Office, large or small, on a series of ma- 
chine gun decisions. So there comes this growing 
demand for the analyst to advise management on 
office problems. 

Knowledge and techniques are not all that is re- 
quired of your analyst. You must give him the 
backing and authority to carry out his responsi- 
bilities. By authority I mean the recognized posi- 
tion which gives him the opportunity to make his 
knowledge and techniques effective. Many a good 
analyst has had his business effectiveness blighted 
and his office life filled with inhibitions because his 
position in the office set-up has not been recog- 


nized. Sometimes he does not know himself wha 
is wrong with the picture. 

Perhaps everyone else you employ can be easj}; 
fitted into the pattern of your organization. To 
large extent, your administration is a matter ¢ 
giving and taking orders from top to bottom. Th 
organization structure is a pyramid with top mar 
agement occupying the apex and with lines of a 
thority evident in the form of orders runnin 
downward to the base, where processing is don: 
All this hierarchy of administration exists nece: 
sarily so that something will be done as the pyr; 
mid broadens to the base. Everyone understan¢ 
that this pattern of the pyramid is effectiy: 
through the medium of orders. You know that al 
order is not so simple as so many words, that th 
lines of authority have many curves and tangent: 
that there are likely to be little isolated pyramid 
within the big one; but the pattern is well under. 
stood. 

Now how are you going to fit your analyst int 
this oversimplified pattern of the pyramid? Iti: 
true that he receives orders from the direction ¢ 
the apex but he in turn gives no orders. He exis: 
to give advice and thereby hang his complication 
and inhibitions. 


(Turn to page 60) 
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“OH MRS, JONES, MAY 1 HAVE A WORD WITH You?” 
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Employee job satisfaction is worth nourishing. 


* MARY BROWN, typist, stepped into the door- 
way of her supervisor’s office and waited for a mo- 
‘ment uncertainly. When the supervisor glanced 
up inquiringly she said hesitantly, “Miss Graves, 
_may I see you for a moment?” 
| “Certainly, Mary,” the supervisor said, laying 
| aside her work. “Come in and sit down. It’s 
_ been quite a little while since we had a talk, hasn’t 

it?” 

She waited expectantly fer Mary to speak. For 
some reason, Mary was finding it difficult to begin. 
Finally, a bit nervously, she said, “Miss Graves, 
would it be possible for me to be transferred to 
some other type of work—straight clerical or 
maybe just part-time typing?” 

“Why, Mary!” the supervisor said in genuine 
surprise. “Why should you want to go back to 
clerical work? I thought you liked typing. You 
Were enthusiastic about it several months ago 
When we discussed your future in the depart- 
Ment.” 

Pressed to continue, the typist said, “Oh, it’s 
all right, I guess.” She looked down at the floor. 
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Take Care of the Little 


By Trusselle Harvey 


Past President, Chairman of Education Committee, Transcription Supervisors Association 


Things 


r ym 


* 


“Maybe the trouble is with me. I just don’t get 
the same feeling from typing that I used to, and 
I thought, perhaps, if I—well—changed to some- 
thing else, I’d—Oh, I don’t know.” 

Her voice trailed off in obvious embarrassment. 

The supervisor, wise in the occasional capricious 
humours of employees, probed a little further. 
“Does the work tire you, Mary? Is it monot- 
onous?” 

“No,” Mary admitted, it didn’t tire her. She 
also assured the supervisor that there was enough 
variety to the work. 

After a thoughtful pause, the supervisor said, 
“Suppose you let me see the work you did this 
morning, Mary.” The employee obediently went 
to her desk, gathered up her work, and returned 
with it to the supervisor. 

Miss Graves looked it over carefully, noting the 
many erasures, the uneven right-hand margins, 
the tell-tale evidences of lack of workman’s pride. 

She noted something else too. Her practised 
eye saw that the trip on Mary’s machine was not 
working properly and that the mechanical align- 
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ment of some of the letters was faulty, causing 
uneven spacing between the letters and giving 
the typed matter a spotty, disordered appearance. 


An irritant 


Saying nothing about the erasures or careless 
margins, the supervisor remarked conversation- 
ally, “I see the trip on your machine needs atten- 
tion. We must have that fixed right away. Things 
like that can be very irritating.” 

The girl’s face brightened for a moment and 
then fell again. “Oh, I reported that to Miss Ab- 
bott and she had the service man come to fix it. 
He did something to it and it helped for a while 
but it went bad again. We had him in a couple of 
times again after that but it just doesn’t stay 
fixed. The service man said it needed a shop over- 
haul.” 

“Did you or he report that to Miss Abbott?” 
the supervisor inquired. 

“Yes, I told Miss Abbott myself,” the girl an- 
swered, “but I think she forgot about it. She’s 
pretty busy.” 

“Mary,” the supervisor said kindly, “I’m going 
to ask you to do something for me. First I’m going 
to lend you my typewriter for a couple of weeks 
until we can have yours overhauled. Then will 
you do me a favor and defer the question of trans- 
fer until your typewriter comes back from the 
shop? You have always done beautiful work and 


Even then, you had to keep them happy! Forerunner of today's typists tries out (in 187!) 
_ forerunner of today's typewriter—the Sholes. 


The Bettman Archive, N.Y 
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I believe this condition oi your typewriter hag 
caused you to lose your pride in your work—or ty 
use a technical term—your ‘job satisfaction, ” 

The employee agreed and went back to her desk 
Using the supervisor’s machine made a noticeab 
difference in her work. The faultless alignmen; 
of letters and clear, uniform impression of th, 
type bars gave the typed matter an attractive ap 
pearance. The girl’s spirits began to improve an 
in a few days even the erasures and careless mar 
gins disappeared. Mary was once more takin; 
pains with her work. 

Carefully watching the situation for two weeks 
the supervisor noted a daily increase of interest 
On the fifteenth day, after the girl’s own machin: 
was returned to her as good as new, Mary herself’ 
gave the final assurance that she was once mor! 
a happy, proud worker, when she came into Mis 
Graves’ office to ask that her previous request for 
transfer be disregarded. 

“IT guess I just had one of my moods,” she saii 
cheerfully. ‘Anyway, I’m quite sure now that], 
don’t want to do clerical work.” 


"Small leaks sink great ships" 


Discussion groups among members of the Tran 
scription Supervisors Association frequently dis 
close incidents that show the relationship betwee: 
trifles and efficiency. 

(Turn to page 70) 
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between Approximately one-third of the transcribing section at American Red Cross, St. Louis, which 

handles an average of 175 cylinders daily from which some 525 letters are typed. Each indi- 
vidual operator has her name plate on her desk, a practice throughout the entire office. . 


Co-ordination of Office Services 


By Robert A. Jakoubek 


Director of Utilities, Midwestern Area, American National Red Cross, St. Louis 


(From a talk before the St. Louis NOMA Chapter) 


x A THREE-FOLD plan to accomplish co-ordi- b. Sales campaign to management and other 
nation of office services basically consists of : offices. 
a. Developing the service, i.e. product. c. Interlocking services for smoother operation. 


To develop a service, complete understanding of 
“why” must be had by all section heads. With 
this also must be developed the idea that while 
the office work is non-productive of any profit, its 
value to the company is vital. A pride of endeavor 
through knowledge of the job and the realization 
of its value to the whole scheme of things is essen- 
tial. The realization that 90 percent of office work 
supports production, a profit-making unit, must 
not be lost sight of. 

_ Too frequently we hear a service head say the 
activities of some department hinders his work. 
As an example, the mail-room supervisor will com- 
plain that the sales department by asking for 
special inter-office messenger service disrupts the 
work of his unit. Actually his work is just such 
a service which sales and all other departments 


Robert A. Jakoubek 
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occasionally need to accomplish their job. With 
the reason for the special service understood by 
the supervisor, he can easily justify changes in the 
activities of his department to accommodate it. 

The reverse of this idea holds when a new de- 
partmental routine is to be developed. In such 
cases the plan is worked out generally to incor- 
porate the advanced thinking which the new rou- 
tine attempts to promote and then the inter-de- 
partmental variations are geared to it. It is this 
meshing in of other departments’ needs to a given 
routine which develops smoothness of operation. 
Other details which are frequently lost sight of in 
either teaching the supervisor to co-operate by 
basically knowing other departments’ work or 
planning his operations to meet their needs are 
the emergency and seasonal situations. Basically 
such situations are a routine job intensified and 
packed into a small period of time. 

To accomplish such seasonal activities, one must 
either employ sufficient additional help or be in a 
position to relegate into the background certain 
non-essential activities. Frequently the latter is 
the best procedure, as it can be accomplished most 
cheaply from the overall cost factor. Furthermore, 
most emergencies are of short nature. If, how- 
ever, a seasonal program is found to be recurring, 
definite plans can generally be made for part-time 
help to accommodate it. All in all, your supervior 
of a given office unit must have full control of his 


own unit’s work, to easily shift from normal t¢ 
“speed-it-up” operation. 

A campaign to sell office work to managemey 
and to other departments is vital to full co-ording’ 
tion of office activities, to say nothing of the co} 
ordination of office activities to the plant in gen, 
eral. Management will not be automatically sym 
pathetic to a unit which is necessarily carried q/ 
overhead. Definite steps must therefore be take’ 
by the office manager to present his materia’ 
budget figures, and plans as inter-locking func! 
tional parts of one or more profit producing units 

This can be done in several ways. An examp}| 
would be the development of a stenographic po. 
utilizing dictating machines and showing manage | 
ment that with the employment of such a progray 
definite reduction in cost of handling correspop. 
dence in other units can be effected. The sane 
idea is applicable to such activities as centralize 
mailing, files, standardized use of forms, pape 
stock, and a myriad of other details. 

Another device which can be employed to sel 
the office to management is to have certain of th: 
activities performed charged back to the servic: 
requesting them. Such units as duplicating ani 
printing section can very readily be handled in 
this manner by the use of job tickets on which th 
material and labor breakdown is shown and whic: 
can be charged exactly to the department reques: 
ing a specific form. . 


New high speed Telecommunications Department housed in its own sound-proofed room nor- 


mally receives and transmits around 15,000 messages a month at American Red Cross, St. Louis. 
During disasters this may jump ot as high as 4,000 messages per day. Private lines connect 


national headquarters and the five area offices with the majority of the 3,500 chapters feeding u 
messages into the system through the area office terminals. bi 
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A battery of custom built mail sorting racks designed by Mr. Jakoubek and produced in the 

office carpenter shop. A group of five clerks handle 32,500 pieces of mail and file material 

daily to 346 desks. Individual name plates and a small locker on top of the units help 
maintain staff cooperation. 


Judicious use of propaganda by the office man- 
ager on such factors as employee’s health, to stim- 
ulate management’s interest in bettering the 
building maintenance crew, increase in produc- 
tivity of typists by the use of better light, com- 

| parable to that which management will always se- 
cure for a precision machine operator, are other 


a 


: means of stimulating management to provide the DELAYED BY PRINTING STRIKE 


neering 7 ; “4 , 
: re suntan — oy . eno *ocayaggil Pred @ THIS ISSUE of Office Management & Equipment 
' bigattine fs Sas S is late in reaching its readers because of a two-week 


“— must not be overlooked, either. work stoppage among employees of magazine and 
e selling of the heads of other offices and de- halk saline te in New York 

partments proceeds somewhat along the lines of ne eT ae 

the approach to management plus the inculcating 
of the service theme. This idea of service and the 
ability of the various units under an office man- 
ager to enhance the operations of another unit are 
perhaps the strongest device for securing their 
co-operation. The word “No” must be used very 
sparingly when discussing proposed routines for 
your units or routines which are brought to you 
by other departments. I do not mean by this 
Statement that servility is desirable but rather 
that we approach problems presented to us with 
the feeling that we will not stop until every angle 
has been explored fully to accomplish the idea 
which has been presented. (Turn to next page) 


amen 


ie apt He 


The work stoppage has now ended and there is 
every indication that all points still at issue between 
the printers and their employers will be settled com- 
pletely in the near future, permitting the continued 
mailing on their scheduled dates of magazines 
printed in the New York area. 
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The last point is the inter-locking of the ser- 
vices directly under the office manager for smooth 
operation of his entire unit. Realizing that dif- 
ferent businesses have various units under the of- 
fice manager I can speak only generally on this. 


The first step is, of course, the basic selling to 
the unit supervisors of the service ideal. They 
have to realize that with the exception of a few 
minor activities primarily concerned with record 
keeping in their own department their work is 
that of others. Beyond this point the need for 
supervisors to be constantly aware of changing 
technical trends is essential. New office machines, 
new patterns of operation, and above all, new 
thinking in the handling of personnel must never 
be lost sight of by them. To accomplish these 
points of service and knowledge frequent confer- 
ences of the unit supervisors are desirable. In 
these conferences whatever new material has come 
to the attention of the office manager or the super- 
visors is discussed. Stimulating the supervisors 
to avail themselves of on-job training programs 
carried out by the personnel departments of the 
local colleges and universities is stressed. Here 


again the knowledge of one another’s activities 
and the discussions of common problems provide 
a field in which the “Why” of the other fellow’! 
job can be displayed. This fraternization and th 
relation of common purposes then permits th 
office manager to employ in times of smetgundal 
help from one unit for another to accomplish ~ 
overall job. 

In summary the co-ordination of office activitie; ; 
can be based on the three-fold plan just discussed : 

1. The development of the service throug | 
knowledge of its own operations, other depart | 
ment’s needs, and the reasons for those needs. 

2. The selling of office work to management op 
the basis of it being a definite factor in the opera. ; 
tion of production departments and not a total logs 
through overhead. The selling of the other ser. 
vices on the idea that office procedures have a 
very valuable contribution for them. 

3. The interlocking of the various units of the 
office into a smooth flowing sympathetic group 
capable of taking care of the many and varied 
needs of a plant and to carry them out with a 
smile in a smoothly co-ordinated manner. 


Section of Addressograph room at American Red Cross, St. Louis, showing file cabinets which 
house 50,000 individual plates covering 45 different lists. High speed machines handle im- 
printing of envelopes, galley lists, and the production of Dupligraph letters. 
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Louis |. Kriloff, left, of Kriloffice, Inc., Chicago, presenting gift certificate to Miss Shirley Vanderlin, 
Blue Island, Ill., winner of "Miss Ideal Secretary of 1948" title. At right, Shirley's boss, Clifford E. 
Goodman, Whiting Corp., Harvey, Ill., who nominated her for the honor. 


“Miss Ideal Secretary’ Acclaimed 
By Catherine Girdler 


%* “AND SHE’S PRETTY, TOO!” said the 
judges in amazement, after they had chosen, sight 
unseen, the winning “Miss Ideal Secretary of 
1948” in a contest recently sponsored by Louis I. 
Kriloff, president of Kriloffice, Inc., office furni- 
ture and supplies, Chicago. 

It all started when Mr. Kriloff said to himself 
one day, after some reflection on the widespread 
tendency to take good office work for granted “Of- 
fice secretaries need a pat on the back—in the 
right place.” 

Being a man of deeds as well as ideas, Mr. Kril- 
| off proceeded to do something about this. He 
| dreamed up a contest in which bosses would com- 


pete to nominate a “Miss Ideal Secretary of 1948.” 
This contest set tongues wagging throughout Chi- 
cago and Illinois, and reaped widely-read newspa- 
per publicity for contest-sponsor Kriloff. 

The winning secretary is Miss Shirley Van- 
derlin, of Blue Island, Ill. She was nominated by 
her boss, C. E. Goodman, assistant to the presi- 
dent of Whiting Corp., Harvey, Ill. Mr. Goodman 
won a modern island base executive desk and 
matching chair from Kriloffice, Inc. for nominat- 
ing Miss Vanderlin, who received as her prize a 
stunning tailored business suit and blouse. 

Mr. Goodman’s prize-winning entry read: 


“My secretary is ideal because she is: 


bril, 1948 April, 1948 


“Industrious: Completes routine tasks quickly; 

seeks additional work 

Dependable: Seldom absent; puts in a full day; 
not a proverbial ‘clock watcher’ 

Efficient: Correspondence, files, records neat and 
orderly 

Amiable: Eager to serve; never complains; per- 
forms services willingly 

Loyal: Keeps a trust; does not divulge informa- 
tion for office gossip.” 

(Turn to next page) 
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Mr. Goodman had eleven secretaries in eleven Lou Kriloff is widely known in Chicago aa “The 


years before he found Shirley who, he said “fits Dear Slayer,” because of his practice of writing 

like a hand-sewn glove” into his list of secretarial friendly, personalized business letters which never 

do’s and don’ts. Shirley, who is young and start with “Dear Sir” or “Dear Madam.” Dale 
unmarried, came to her present job from her Harrison, Chicago Sun columnist, first dubbed 

home town of Waterloo, Iowa, where she’d worked Mr. Kriloff “The Dear Slayer.” The name caught 
as a secretary for six years. She types 55 words on, and the idea behind it brought business re. 

7 in a minute, and takes 120 words a minute in short- sults. Mr. Kriloff’s “Dear Slayer” type of letters 
re ef hand. have brought him a mail-order business of nearly | 
a The judging a million dollars a year. That’s why he’s called | 
Reais, 3 To judge the bosses’ statements, the committee “the master of three-cent public relations.” 
? of judges established these criteria: ability, re- 


sponsibility, adaptability, and personality. The 


: Monthly prizes 
judges of the contest were Mrs. Ruth MacKay, . 


; who writes the Chicago Tribune’s daily “White So serious is Mr. Kriloff about his letter-writing | 
Collar Girl” column; Samuel L. Workman, presi- technique that he awards two prizes each month | 
dent of Workman Service, Inc., Chicago, “the man for the best business letters written and used in : 
with 1,000 secretaries” ; and Raymond T. O’Keefe, business by his own employees—a prize for men 
Jr., vice-president of Kropp Forge Co., Chicago. (usually for the best executive letter), and a prize 
Mr. O’Keefe was recently named “Outstanding for women (usually the best secretarial-type busi- 
Young Man of the Year” by the Chicago Junior ness letter). He plans to incorporate his rules for 
Association of Commerce and Industry and the business letter writing into a book, to be called 
ao Illinois Junior Association of Commerce. “Write ’em and Reap.” 
é © Kriloffice, Inc. distributed entry blanks for the “Write ’em and Reap” will teach how to write E 
¥ - contest at the office equipment display in Chicago’s __ friendly, personalized business letters that get and, 
 - Stevens Hotel at the recent Seminar of the Office keep business. Mr. Kriloff has adapted his tech 
< i Management Association of Chicago. There the nique of “Write as you talk” and “Write bright | : 
2 company’s display featured an exhibit dramatiz- letters instead of trite letters,” to every possible ¢ 
ing the “Miss Ideal Secretary” contest. type of business letter. P 
; Seated are the judges of "Miss Ideal Secretary" contest — left to right, Samuel L. Workman, president b 
; of Workman Service, Inc., Chicago; Mrs. Ruth MacKay, conductor of Chicago Tribune's "White fl 
7 Collar Girl" column; and Raymond T. O'Keefe, Jr., vice-president of Kropp Forge Co., Chicago. cr 


Louis |. Kriloff, president of Kriloffice, Inc., the contest sponsor, stands at rear. 
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THEY TAKE 
THEIR OWN 
MEDICINE 


RIGHT: 


As you might or might not ex- 
pect, wool is widely used in dec- 
orating the office of the Interna- 
tional Wool Secretariat, 201 East 
57th St., New York. Draperies, up- 
holstery, even lampshades, are of 
this fiber. Note the use of Vene- 
tian blinds. 


BELOW: 

And in this office of the Hights- 
town Rug Co., 295 Fifth Ave., New 
York, wall-to-wall carpeting adds 
to the modern feeling of the 
beige, tomato red, and leaf green 
color scheme of the office of the 
president, C. Herbert Davison. 
Walls and furniture are of 
bleached oak. Concealed lighting 
behind the dropped ceiling re- 
flects on the Venetian blinds to 
create a daylight atmosphere. 
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Business and professional people absorb the art of typing in a single session at School for Personal Typewriting 


When the Boss Learns to Type— 


% MANY a business or professional person en- 
vies the flying fingers he sees secretaries in the of- 
fice around him send over the typewriter keys. 

The day has now come when, by giving up just 
half a day or a mere four hours, he can learn to 
type as his secretary does, without watching his 
fingers or looking at the typewriter. In that brief 
time he emerges as a touch typist—no hunt and 
peck artist who hits such keys as he can see and 
only when and where he can watch what he is 
doing—but is really able to type, able to look else- 
where while he is doing it than at the keyboard, 
and still write correctly. 

The method of accomplishing so much in so 
short a period has been tried, tested, and proved 
effective by numerous students in college classes 
operated for more than two years. Many of the 
students have come back to praise the course and 
report how helpful it has been. Some have started 
so inexperienced and unfamiliar with the machine 
that they have not known how to roll in the paper 
they intended to work upon. Four hours later, 


they left, proud of the fact that they could watch 
OFFICE MANAGEMENT AND EQUIPMENT 


‘ ent methods of teaching typing as given in busi- 


the copy they were typing, never so much as 
glance at the keyboard, and yet type over 20 words 
a minute with practically no errors. 

This course is featured at the School for Per- 
sonal Typewriting, in New York. Its president is 
Mrs. Ella M. R. Menaker, a graduate of Bryn 
Mawr and Master of Social Economy. The mem- 
bers of the board of directors of the school are 
busy people who find the ability to type a great 
convenience and they are therefore interested in 
assisting others to gain the same accomplishment. 

Classes in the school, which is at 21 West 26th 
St., are held Friday evenings and Saturday mort?- 
ings. All the groundwork is completed in the sin | 
gle session that constitutes the entire course. Be 
yond that all that can be gained is the increased 
speed that comes from continued practice. 

The school is not intended to compete with pres 


ness and secretarial schools, but to supplement 

them. It may, according to the head of the school, 

become a supplier of pupils for business colleges 
(Turn to page 56) 
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Three of NOMA's leaders: President O. J. McMunn, center; Vice-President Kenneth B. Willett, left, 
and Board Chairman Oakah L. Jones, right. 


NOMA Conference May 23rd to 26th 


* “OFFICE TEAMWORK FOR PRODUC- 


TION” is the theme of the National Office Man- 
agement Association’s 29th International Confer- 
ence, which will be held in St. Louis May 23rd- 
26th. The program committee chose this theme 
in view of the concern of today’s business men 
with increased production as a means of lowering 
costs. The various subjects of discussion at the 
Conference have been keyed to this common con- 
cern, 
Opening session 


At the opening session, Dr. Dwayne Orton, di- 
rector of education, International Business Ma- 
chines Corp., will enlarge upon the conference 
theme, with special emphasis on the office man- 
ager’s place in the production team. As a good 
organization is the foundation of productive team- 
work, “Organizing for Office Teamwork” will be 
the subject of the second session. Dr. R. P. 
Brecht, professor of industry and chairman of 
the Geography and Industry Department of the 
University of Pennsylvania’s Wharton School, will 
present the “Informal Organization” side of the 
story; E. H. Conarroe, associate manager, Policy- 
holders’ Service Bureau, Metropolitan Life Insur- 
ance Co., the “Formal Organization” side. 


Drives for production increases must have a 
foundation of production knowledge; so on the 
second morning O. H. Parrine, manager of stan- 
dards for the Hood Rubber Co., will suggest some 
Production Standards for the Modern Office.” 


Apri], 1948 


As everyone in an office knows, there are certain 
office practices that contribute to increased pro- 
duction and certain others that do not. C. F. 
Fleckenstein, office service manager for the Stan- 
dard Accident Insurance Co., will tell which are 
which in his talk on “Office Practices for Produc- 
tive Teamwork.” 

Every once in a while the set-up may seem just 
right for everyone in the ofiice to get together and 
push production away up, but it just does not turn 
out that way. Why not? 

“Faulty Human Relations” is sometimes the 
answer. Hiram S. Hall, who teaches labor law 
and collective bargaining at New York University, 
will tell delegates to the Conference how “Human 
Relations in Business” can make or break an of- 
fice—and an office manager. 


An innovation 

On the afternoon of the second day, NOMA will 
present an innovation in its Conference procedure. 
Four concurrent sessions are planned for that 
time. One of these sessions will be an “Office 
Women’s Forum’—for women only. Mrs. Vera 
V. Green, assistant treasurer and secretary of 
Botwinik Brothers of Massachusetts, will address 
the forum. “Systems, Methods, and Procedures” 
will be discussed at another session by Joseph S. 
Covell, of J. S. Covell & Associates. ‘“Unioniza- 
tion in the Office” will be the subject of the third 
session, with F. M. Karches, director of opera- 
tions, Rice-Stix, as speaker. W. E. Parker, man- 
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aging director of Personnel Management Consul- 
tants, Chicago, will speak to the fourth session on 
“Current Office Personnel Problems.” 

Under present conditions, deflation rather than 
inflation of office expenses may seem only a dream 
to many office managers. However, K. L. Boosey, 
division credit manager, Pacific Gas & Electric 
Company, in his talk on “Deflating Office Costs,” 
will discuss how such things as teamwork and in- 
creased production may help put the unit cost on 
the skids. 


On the premise that producing teams of office 
personnel have their foundations in the schools, 
NOMA has always shown a great interest in edu- 
cation. L. S. Beattie, director of vocational edu- 
cation for the Province of Ontario, will discuss 
the relationship of “Education and Management” 
and how each may help the other. 

Various other events of interest to delegates are 
planned. Sunday, May 23rd will be Association 
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TWO OF THE 
CONFERENCE 
SPEAKERS 


E. H. Conarroe 
(left 


Clyde Powell 
(right) 


Day, devoted to meetings on education, research, 
publicity, standards, and other fields of associa. 
tion interest. That night the annual chapter pres. 
idents’ party will be held in the Gold and Crystal] 
Rooms of the Hotel Jefferson. On Tuesday night 
the annual banquet will be held in the Jefferson 
Gold Room. C. H. Powell, personnel manager for 
Endicott-Johnson, will talk to the gathering on 
“Understanding and Controlling Human Be. 
havior.” At the annual luncheon on Wednesday 
L. F. Gordon, vice-president, Citizens & Southern 


National Bank of Atlanta, will give a talk en- 
titled “Let’s Talk About Us.” 

The association will hold its annual office equip- 
ment exposition in connection with the Confer.) 
ence. At this exposition, which will be housed in_ 
Kiel Auditorium, the latest developments in office 
machines, equipment, furniture, supplies, and lit-, 
erature will be on display for the benefit of Con-| 
ference-goers. 


William H. Evans, NOMA secretary, 


treasurer. 
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Douglas H. Swanson, secretary and comptroller of Empire State, Inc., watches Herman Max, in 
charge of payroll, operating Addressograph. 


alk en- 


2 equip-| %& IN managing New York’s Empire State Build- THE OFFICE 
Confer-. ing, largest office building in the world, with its 
used in| 102-stories accommodating 15,000 persons, Em- 
in office’ pire State, Inc. handles problems relating to oper- WHICH RUNS THE 
and lit, ating, administration, and office technique with 
of Con- methods as modern as the great skyscraper’s 
_ streamlined silhouette. EMPIRE ST ATE 

This efficient behind-the-scenes functioning in- 
sures flawless hospitality for throngs of obser- 
vatory visitors from all over the world who come 
to view Manhattan from the 1,250-foot elevation. 
And it keeps the building’s six to seven hundred 
office tenants, among them many concerns with 
national and international reputations, happy and 
_ Satisfied. This network of service necessitates a 
i payroll of around 660. Almost 100 of this num- 
| ber are employed in the management’s own of- 
\ fices, the remainder including operators of the 67 
elevators, the extensive crews of electricians, 
plumbers, maintenance experts, porters, and 
cleaning maids. 

In handling this large payroll, the introduction 
of a three-lister Addressograph in the offices of 
controller Douglas H. Swanson a year ago has 
| effected a remarkable reduction in costs and 
makes absolute accuracy certain. Time saved in 

payroll preparation alone is equivalent to one 


By Grace Buckley 
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working day weekly. Used for various other pur- 
poses, the machine effects an approximate total 
saving of 100 working days annually—adding up 
substantially in dollars and cents and permitting 
the personnel to spend a larger proportion of time 
and effort in work more significant and agreeable 
than mere routine. Through its time saving, the 
new machine is swiftly paying off its own first 
cost and that of the new Graphotype making its 
stencils. 

Before this equipment was added, an Addresso- 


graph of a different type, with limited applica. 
tion, was used to fill in names and social security 
numbers on payroll sheets. All other informatioy 


was necessarily copied on the forms. In trap. | 


scribing deductions, some inaccuracies were up. 
avoidable, and these were followed by complaints 
and corrections now eliminated. 

The new three-lister prints in rotation on the 
large payroll sheets all essential details including 
codes indicating tax exemptions, weekly insurance, 

(Turn to page 58) 


Fast Finding at National Credit Office 


% SPLIT-SECOND FINDING of vital credit in- 
formation is a prime requisite in the inquiry de- 
partment of the National Credit Office at 2 Park 
Avenue, New York. Here call after call during 
the working day converges on the six-position or- 
der board, asking for credit information on va- 
rious business organizations throughout the coun- 
try. Filed information has to be highly accessi- 
ble so that the man handling the call can service 
the subscriber and free himself quickly for the 
next call. 

Contributing to the efficiency of this procedure 
is an installation composed of 60,000 Pendaflex 
suspended-type file folders (Oxford Filing Supply 
Co.). The installation is credited by department 


authorities with speeding up filing activity by 50 | 


percent. The hanging folders have accomplished 
this, they say, by fostering neatness in the drayw- 
ers so that all the folder labels are visible at all 


times. This visibility not only speeds up the find- ' 


ing operation, but assures accurate replacement of 
withdrawn material. Misfiling errors have been 
reduced 95 percent, in the opinion of the depart- 
ment head. The suspended arrangement makes 
it easy to open each folder for access to its con- 


tents. Folders are never taken from the drawers, * 


A simple wire and pulley conveyor between the 
order board and strategic points in the file aisles 
makes it easy for a file boy to extract the required 
information and shoot it to the order board. 


At National Credit Office. The men at thé six-position order board can work only as fast as the 
information on file can be given to them to pass on to the caller. 
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ABOVE: 

THIS STEEL AND CAST IRON attachment converts standard 
typewriters into continuous form writing machine. With special 
adapters, the Econotype, can be fitted to portables and to IBM 
electrics. Makes possible use of continuous forms without carbon 
interleaving. Multiple copies are made by means of carbon disks 
which slip into place between sheets in the form set. Any disk can 
be lifted out to eliminate information that should net appear on du- 
plicate copies. Easily assembled for storage. From the Autographic 
Register Co., 215 Seventh St., Hoboken, N. J., who will sell it only 
with a print order for continuous forms. Price for machine, $35. 


BELOW: 
THIS DESK is topped with Formica Realwood, a laminate of 
paper, wood and Resimene, a melamine-formaldehyde laminating 


resin produced by the Monsanto Chemical Co.'s Plastics Division, 
Springfield, Mass. The desk surface is virtually impervious to 
scratches, and has a permanent gloss. The desk is in use in Mon- 
santo's New York office. The Formica Insulation Co. of Cincinnati, 
Ohio, manufactures Formica Realwood. The desk was manufactured 
by the Herman Miller Furniture Co., One Park Ave., New York. 
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NEW THINGS 
in the NEWS 


ABOVE: 
THIS HEADPIECE ASSEMBLY has a steel hearing tube which is 


light in weight. The Neoprene tubing is about half the size of the 
old type. The Ediphone Div., Thomas A. Edison, Inc., West 
Orange, N. J., says the new tube is designed for use with electronic 
or good average accoustical recordings. As a companion piece, 
the company offers a special Comfortube with the small diameter 
Neoprene tubing. Like the headpiece assembly, its principal fea- 
tures are neat appearance, light weight, and flexibility. 


35 
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ABOVE: 


AN ALL-PURPOSE SHREDDING MACHINE which turns out 
packing material in the form of long dustless strips of paper 1/32 
inch wide, or any desired multiple thereof, is being introduced by 
the manufacturers, Shredmaster Corp., 205 Willoughby Ave., Brook- 
lyn, N. Y. The machine shreds rolls of paper, wax, tissue, cellophane, 
newspapers, labels, premium packages, and old accounting records, 
business machine cards and confidential paper. The shreded paper 
can now be made without litter or noise. Other uses for the 
machine are the shredding of foil, rubber, leather, textiles, tobacco 
and fruit peels. 


ABOVE: 
ADDITION TO THE TROPHY LINE of the W. A. Sheaffer Pen 


Co., Fort Madison, lowa, has just been announced. The set con- 
sists of Sheaffer's regular jet crystal base with three writing instru- 
ments: a Triumph pen, a desk pencil, and a desk Stratowriter. 
The sockets carry a 14 karat solid gold autograph band suitable 
for engraving. There is also a 14 karat solid gold nameplate 
on the desk set in addition to the bronze Canadian honker super- 
imposed on a smaller jet crystal base. 


RIGHT: 
A MODERN MUSEUM CHOICE. The tube aluminum stack chair 


for waiting rooms, was one of the objects exhibited as one of the 
"100 useful objects," at the Museum of Modern Art, New York. 
The chair weighs four pounds. The removable canvas chair seat 
and back is available in many colors. Manufactured by the 
Treitel-Gratz Co., Inc., 142 East 32nd St., New York. They retail 
for $12.50 a unit. 
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BELOW: 


STREAMLINED for speedy, low cost stuffing and billing is the 
eight drawer Diebold V-line Cycle billing desk, Model 78.38 
newest in the cycle billing line of Diebold, Inc., 1411 Fifth §}. 
S.W., Canton, Ohio. The desk incorporates improvements de- 
signed by Diebold methods analysts from studies of actual stuffing 
and billing methods, to facilitate daily stuffing of ledgers with 
media for monthly posting and billing. For media filing, the 
lower tier has four drawers with a 96-inch overall Capacity, and 
the upper tier has four drawers with a 63-inch overall capacity 
The double storage drawers under the lower tier offer an additional 
55 inches of accommodation for inactive accounts. Additional 
information and recommendations for individual problems are 
available from the company. 
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ABOVE: 

A GOLD PLATED CAP highlights this popular one dollar ball 
pen No. 903 in the new 1948 Wearever line. Beauty of design 
and fine writing ability mark this item. Made by David Kahn, Inc.. 
North Bergen, N. J. 


BELOW: 

NO CLEANING FLUID is necessary when the Dry Rubber Tool, 
the Dee-R-Tee, is used to keep typewriter keys clean. fhe keys 
should be rubbed over with the device every day. Two tools are 
available, one for Royal typewriter machines, the double tool, at 
$1.10 each; and the single tool for all other typewriters, at $1 each. 
The maker, Walter H. Lowston, 9! Payson Ave., New York 34, says 
the tool will last from one to two years. It is in use in many large 
offices. Discounts for orders for one dozen or more. 


ABOVE: 


A NEW dry process reproduction unit complete with the new 
Harvey "Ammo-Fume” dry developer is announced by Peck & 
Harvey. This latest combination outfit is designed to save time and 
cost in answering the many reproduction needs in drafting room, 
shop, lab, and office. It quickly makes a variety of dry prints. 
Simply by exposure and dry development, you can exactly repro- 
duce (directly from your original) anything drawn, typed, printed 
or photographed on translucent paper. The complete combination 
outfit includes a B-2 or B-3 continuous printer, an "Ammo-Fume" 
dry developer, and a modern combination floor stand. Operates 
ag volt 60 cycle alternating current. Baked olive-green wrinkle 
inish. Further details are available from Peck & Harvey, 5736 
North Western Ave. Chicago 45, Ill. 
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ABOVE: 

THE SAME DAY the Model 75 Protectograph, designed by the 
Todd Co., Rochester, N. Y., was announced to the Todd sales force, 
the Central Bank & Trust Company, Denver, put one into service. 
Shown is Elvin R. Stiles, Central's assistant cashier, operating it. 
Possessing a key and lock mechanism, the new 75 can be used only 
by the holder of the key, making operating of the unit impossible 
for unauthorized persons. In addition, the individual name prefix 
die, which imprints the firm's name or trademark and the dollar sign 
immediately before the amount, can be removed easily and locked 
away for safe keeping, another means of protection. The model's 
new voucher or sheet receiving cylinder, enables the Protecto- 
graphs to handle top-stub or multiple-check sheets as well as or- 
dinary commercial or bank checks, drafts and personal checks. 
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he BELOW: 

ix NEW UTILITY CHECKING STAND is being manufactured and 
distributed by the Perfection Products Co., 6747 South Wentworth 
Ave., Chicago 21, under the trade name Exacto. The stand is 
for use in offices, shipping departments, delivery and receiving 
platforms and any place where there is a need for carrying records 
easily from one place to another for checking, filing or other 
purposes. The stand is made of |!/g-inch steel tubing in one piece. 
The top, of |/,-inch tempered laminated Masonite, is of precise 
writing height and angle for the average standing worker. It 
will retail for $18. 


ABOVE: 

THIN, CLEAN-CUT, STREAMLINED and up to date is the 
Manager I2A self-starting electric time clock of the Seth Thomas 
Clocks, Division of General Time Instrument Corp., Thomason 
Conn. The clock can be supplied in metal case in bright chromium 
plate or a dark bronze color. Because of the convex dial and 
hands the depth of the metal case is only | 11/16 inches. The 
numerals, as well as hour and minute hands are black with a red 
sweep seconds hand, and current interruption indicator. 


BELOW: 

CLIMATE-PROOF, PLASTIC-COVERED MAGNESIUM ALLOY 
is used in the new Ortho-Phase log log slide rule announced by 
Pickett & Eckel, Inc., I111 South Fremont Ave., Alhambra, Calif. 
Features of the new rule are its enduring accuracy, precision 
manufacture and the non-fade scales which are unaffected by 
grease, oil, industrial handling, or constant cleaning. The rule 
bears standard log log scales, is 12'/g by I'/2 by '/g inches and 
weighs 4 ounces. It is priced at $9.75 complete in cardboard box 
with felt carrying case and illustrated instruction manual written 


by Prof. M. L. Hartung, University of Chicago. 


ABOVE: 


THE E-Z-C ILLUMINATED RULER is the latest product of the 
Cohwig Industries, 899 Boylston St., Boston, Mass. This com- 
bination of 6-inch flexible tape and flashlight is compact and 
weighs 5 ounces, fitting easily into the palm or pocket. The 
item is of aluminum with a high finish. The smap-back rule has 
etched figures on polished, high carbon steel. The company 
— the ruler for business contacts, Christmas or anniversary 
gifts. 
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ABOVE: 


IMPROVED SYNTHETIC CEMENT is available from Porter 
Mfg. & Supply Co., 2500 West 6th St., Los Angeles 5. 
Known as the Porter Masking and Transfer Cement, the new 
product has many uses. The company says it has strong 
adhesive qualities, is clear, waterproof, and will not get 
stringy and unmanageable under normal use and storage. 
It rolls off easily. Does not stain or wrinkle. Available in 
handy containers or in commercial type packages for volume 
users. 


pril, 1948 


LEFT: 


NO CURL even after considerable use is the feature of the new 
carbon paper tissue made by the Neidich Process Division of 
the Underwood Corp., One Park Ave., New York. Moisture resis- 
tance and flexibility also have been improved by the use of Viny- 
lite plastic as a back coating. Swift insertion and extraction of 
the paper are simplified for the user because it does not curl 
over. The strength of the tissue has also been increased over 
one-third the value of ordinary tissue. The Vinylite plastic coating 
promotes these characteristics and imparts a pleasing dull sheen 
to the paper. 


BELOW: 


EASY WAY to carry hand written Snap-a-part forms is the new 
Hano all aluminum holder with full length piano-type hinges to 
assure strength and long wear. The polished aluminum case re- 
sists scratches and will take hard usage from truckers or industrial 
applications. Manufactured in five standard sizes for Snap-a-part 
forms 4!/2 by 7 inches, 5!/2 by 8'/2 inches, 8/2 by 81/2 inches, and 
8!/. by II inches, the new Hano aluminum holder is only 9/16- 
inch wider and | 5/16-inch longer than the form it carries. The 
holder handles 25 sets of forms, and neither the forms nor the 
stub need be punched for the holder. Special sizes of the holder 
can be supplied for orders of six or more. Made by Philip Hano Co., 
Inc., Holyoke, Mass. 


MAIL AIDS FOR THE LARGER USER are a Eureka Specialty 
that the company expects to be increasingly popular this year. 
These perforated gummed labels are in white only, 500 sheets to 
the wrapped package, and are stocked in two sizes—2 13/16 by 
| inches, 33 to the sheet, and 2 13/16 by 1% inches, 24 to the 
sheet. Additional information is available from the manufacturer, 
Eureka Specialty Printing Co., Scranton 9, Pa. 
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ABOVE: 


tracts the 


ABOVE: 


NEW ELECTRIC ADDING MACHINE has just been announced 
by Remington Rand Inc., Adding, Bookkeeping, Calculation Ma- 
chine Division, 315 Fourth Ave., New York 10. Designed at Model 
93100-5, it embodies several significant improvements, including 
cushioned construction for quieter operation, a streamline key- 
board for faster action, and an exclusive value gauge for faster 
figure evaluation. Other features are the lengthened add-total 
non-add, repeat, and direct subtraction keys. The new machine 
has a capacity up to $100,000,000. Further details are avail- 
able from the company. 


RIGHT: 


AVAILABLE AGAIN are the folding chairs which Polish crafts- 
1140 Broadway, New 
Flat-folding, non-tripping, easy to carry, simple to stack 
There is no need to worry about snagged stockings 
or clothing since the chair is constructed of hardwoods, polished 


men make for the Adirondack Chair Co. 
York. 
and store. 


to a smooth, piano finish, 
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THE ELAPSED TIME FINDER, a device for determining elapsed 
time, is useful for calculating time for payroll purposes. 
up payroll calculation, reduces errors, and fatigue. 
on the slide rule principle. 
scale to the "starting time,” 
the ‘finish time’’ on the scale. 


It speeds 
Constucted 
Setting the index of the movable 
the elapsed time is read opposite 
Furthermore, the calculator sub- 
time off, if any, for lunch and rest periods. Copy- 


righted and sold by the Mundro Products Corp., P. O. Box 3911 
Detroit 27, 


Mich. 


LEFT: 


ALL PLASTIC commercial fluorescent louver, which eliminates 
eye-tiring surface brightness contrast is announced by Holdenline 
Co. Named the “Arrowhead,” the new louver employs no metal 
restraining parts. Sides, longitudinal, and transverse louver sec- 
tions are all made of the same identical material. The manufac- 
urer states that the louver cannot warp, sag, expand, or discolor 
under any normal operating conditions. The Arrowhead louver 
is designed to prevent dirt collection. Information may be 
obtained on office, store, institution, and school installations from 
the Holdenline Co., 2301 Scranton Road, Cleveland, Ohio. The 
catalog number is CP-240. 


April, | 
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RIGHT 


RECENT LAUNCHED at a New York sales meeting was the 
new Royal portable typewriter. Designed by Henry Dreyfuss, 
industrial designer, the 1948 Royal brings a new look to portable 
typewirters. Outstanding among the feature innovations are the 
finger form keys, speed spacer, and the rapid ribbon changer. 
Presentation of the new model was made by Portable Sales Man- 
ager W. H. Beckwith to the district portable managers and to 
@ group of Royal executives at a big sales meeting in New York. 
At the afternoon session, the advertising and promotional cam- 
paign that will back the new portable was outlined. The new 1948 
design Royal Portable will be available in both the Quiet DeLuxe 
and the new Arrow models. The Quiet DeLuxe will be $89.50 
and the new Arrow, $79.50.. An elaborately designed booklet in 


color is presenting the story of the new portable to Royal cus- 
tomers. 


BELOW 


TRIMMING BOARD. The new Ingento 30-inch by 30-inch port- 
able cutter should be of interest to managers of shipping rooms 
and other places where cutting of heavy materials is required. 


lt was recently developed by the Ideal School Supply Co., 8318 
Birkoff Ave., Chicago 20. 


ABOVE 

BRAND NEW BASE LOCK TYPE CASE has just been announced 
by the Wm. A. Force & Co., Inc., 216 Nichols Ave., Brooklyn 
N. Y. This wooden type case is 12'/2 inches square and has 49 


A sturdy metal base supports the 
cutter. A tempered tool steel blade is designed to cut heavy 
cardboard, corrugated board, and other tough materials. All the 
outstanding features found in other Ingento cutters have been 
incorporated in this new model. Two highly important safety 
features are the guard rail and the safety spring-equipped handle. 


compartments, each of which is indexed for speedy storage. The 
lid is held on firmly with strips of base-lock rubber base. Neatly 
finished and stained, this type case, which retails for $3.50, can 


be used for steel type as well as rubber. It is of a rugged fibre- 
board construction. 


yo RIGHT 


THE YEAR ROUND. A new cold weather heater and 
warm weather cooling fan was recently introduced by the 
Howard Industries, Inc., 231 Scuth La Salle St., Chicago 4. 
It warms rooms in winter and keeps them comfortably cool 
when the temperature climbs. Hot or cold air rushes up- 
ward against a metal cone that starts radiation to all cor- 
ners of any room. A gentle ripple of wave motion reaches 
usual dead spots. Works cuietly. Light in weight. It 
is approved by the Underwriters’ Laboratories. To retail 
at $26.11, including tax. 


April. "Horii, 1948 
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LEFT 
INSURANCE AGAINST FATIGUE. Designed for the energetic 


and ambitious executive this chair is scientifically constructed to 
support the body in a correct, healthful position. Back, frame. 
seat and arm rests are all one piece aluminum castings, for 
strength, durability and trimness of appearance. Formfitting back 
rest is cushioned with foam rubber, as are the armrests. Up 
holstered in rich brown, it is fitted with self lubricating and noise- 
less swivel and casters. Casters pivot on bal! bearinas. Adjust- 
able spring back follows the movement of the body, giving con- 


stant support. 


RIGHT 


FOR IMMEDIATE SHIPMENT. The Elbe File & Binder Co., Inc. 
of Fall River, Mass., announces that its new De Luxe ''2-DEX 
Classified Telephone Index and Address Book is now ready for 
immediate shipment. Covers are richly padded in a choice of 
red, blue, green pin seal, or brown Spanish-grain simulated leather. 


Embossed front cover design with title stamped in gold. Bronze- 
plated three-ring poster mechanism with flappers. Genuine red 
leather-tabbed classified index, gold lettered A to Z tabs. Sheets 


printed in neutral gray color with space for names, addresses 
phone numbers and individual names. 
Space for 1400 listings. 


Sheet size 8!/y by 5I!/, 


inches. 
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Scuff plates are stainless steel. From Burroughs 


Adding Machine Co. Detroit, Mich. 


ee nh a 


LEFT 


SEMI-AUTOMATIC CALCULATOR produced for the operator 
who does intermittent figuring, when full scale figuring is un- 
necessary. The machine features include a key controlled auto 
matic clearance and carriage return; split lower dial to aid in 
balancing of prorations or for certain individual and accumulative 
calculations; safety modern design keyboard which prevents de- 
pressing two keys simultaneously, and tabulating keys which cause 
the carriage to return to any position desired. It also provides 
for full automatic division combining five former operations in 
one. With a smooth carriage shift all operations are done with 
out vibration. Built for desk use, taking only the space of a letter- 
head, the span of one hand covers the entire keyboard. This 
new Monroe CAST is built along the lines of the Monro-matic. 
From Monroe Calculating Machine Co., Orange, N. J. 
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_A NEW DOUBLE-DUTY DESK 


Allows two persons to work efficiently. Each side has two 
large letter size, Air-flo filing drawers .. . operates 
smoothly and quietly. . . . Center drawer tray for pens, 
clips and pencils... heavy gauge steel construction 

linoleum top and streamlined aluminum edging. Green or 
Cole gray. 


No. T2-1002. 31” high, 5412” wide, 29%” deep $139* 
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STURDY CONSTRUCTION — so that Prontos will stand 
all abuse, they are built of 275-Ib. test corrugated board 
and reinforced with steel not only on the shell but at the 
four corners of the drawers as well. 


SAVE FLOOR SPACE — they are constructed so that you 


can interlock them into solid units and stack them as high 


as the ceiling thereby saving valuable floor space. LETTER SIZE ah 
LOCATE YOUR RECORDS EASILY—no more need of No, 12101 we 
fussing and fuming. When Pronto files are used you can : 


get at all records just as easily as if they were in your regu- 
lar active files. 


BEAUTIFUL APPEARANCE — Pronto files are beautiful 
in appearance, finished in an attractive olive green. The 
steel drawer front matches your regular active office files. 


N - — Inside Dimensions Price 
°. 99 Uses i - 
Width He'ght Length Single Carton 

1210L *Letter Size 12% 10% 24 $3.85 $3.75 
1510L +Legal Size 153% 10% 24 4.85 4.75 

109L Invoices 107/g 83/4 24 3.40 3.30 

108L *2 Rows 8x5 Forms 107%, 83, 24 3.65 3.55 
1941L Drafts or Checks o'%, 4s 24 2.60 2.50 
1941M Checks N%, 4% 18 2.55 2.45 , SS 
1841L Deposit Slips 85, AV 24 2.60 2.50 “has 7 meric 
1731L Tabulating Cards 75 33/4 24 2.55 2.45 aa ti . ‘an-Pgq 
1961L Record Cards 9" 6 24 3.10 3.06 —j LEGAL SIZE Bui 
1971L__—_—Freight Bills 9%. 7 24 3.10 3.00 _— 
1851L_ 5x8 Forms 855 53), 2 ~©~©~«2.85 2.75 SANITARY BASES No. 1510L #8” in « 
1245L *4x6 Cards (2 Rows) 127s 5 24 3.40 3.30 for all size files name! 

103L *3x5 Cards (2 Rows) 107/g KDA 24 3.35 3.25 $3 10 e 
1212M +Ledger Sheets 12%, 12V4 18 5.80 5.70 e This 


*These numbers have divider partitions which ore removable. 
‘Packed 6 to a carton—all others packed 12 to a carton. 
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PRONTO FILE CORPORATION 


FORM 1081 Prices 20% higher in Denver and West of the Roc 
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A. Devaney, Inc., N. Y. 


With the hot summer months looming— 


WHAT'S AVAILABLE NOW? 


By H. K. Darby 


* WITH the hot summer months looming large 
inthe near future, many office managers and pur- 
chasing men are going to be giving more than a 
few moments of appraisal to the equipment that 
will help make life in the office more bearable for 


“ahe men and women on the payroll, and assure 


normal office production in the face of the stifling, 
enervating weather soon to be with us. 

There’s little doubt that the equipment which 
OFFICE MANAGEMENT brings together in this ar- 


ticle—office fans, air conditioning units, and 
water coolers—are vital elements in the total of- 
fice production picture. The modern, sleek look- 
ing equipment presented on the following pages is 
what might be termed “office production insur- 
ance,” and doubtless a worthwhile investment 
from every viewpoint. 

The May article of this series, will cover various 
types of visible index and record equipment, and 
microfilming machines. 
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FANS 


the Rod 
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merican Machine & Metals, Inc., East Moline, Ill. 
‘an-Pac Panel Fans 


Built in five sizes with fan wheels 24”, 30”, 36”, 42”, and 
8" in —_— Welded steel construction; finished in baked 
namel. 
This fan unit is a complete “package” ready for installa- 
jon. Can be furnished with either direct or “V” belt drive 
a non-overload power characteristic which prevents 
hotor from burning out. Capacity ratings (cubic feet of air 
minute) obtained from wind tunnel tests in accordance 
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with Standard Test Code and are certified to be correct. 

Fan is installed direct in wall or window and exhausts hot, 
stale air and pulls in fresh air. Unit is a complete “package,” 
ready to install, quiet in operation. 


Dayton Electric Mfg. Co., 748 West Adams St., Chicago 6, Ill. 
Dayton Utility Fan 

@ 14”, 4-wing aluminum blade delivers 1,600 cfm. Quiet 
operation. 1,500 rpm motor in polished aluminum canopy. 
Chrome guard supports fan head assembly which is adjust- 
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able within $0 degrees. Heavy bar-stock steel base attaches 
to guard with knurled plastic knobs. Adaptable—blows out 
or up; can be used on floor or desk, or hung on wall. 
Fresh'nd-Aire Co., 221 No. LaSalle St., Chicago 1, Ill. 
Fans—High & Low Stand Models 

@ Model 20—also available in Models 14-17-24-26-35, all 
high stand models adjustable from 3’ 6” to 8’. Low stand 
models become high stand models by simple addition of sub- 
base and tubing. Made of chrome plated steel. Fresh’nd- 
Aire motor is custom built—extra large to provide ample 
reserve power. Rotors are dynamically balanced to elimi- 
nate vibration at any speed. 

Chrome plated motor housing provides full protection for 
both motor and speed control. Keeps a steady flow of air 
circulation around the motor. Carrying handle fastened se- 
curely to housing makes Fresh’nd-Aire easily portable. 
Visual speed control—shows at a glance what speed is being 
used. Small models have three speeds. Large models have 
five speeds. Safety Guard—provides all-round protection. 
Mounting—allows circulation to service to any desired angle 
horizontally or vertically. 

Propellor is molded of featherweight plastic and designed 
to give hushed, effortless flow of air at any speed. Provides 
mass circulation of air at any speed. List prices range from 
$51.78 for low stand model to $190.05 for high stand model. 
General Electric Co., Bridgeport 2, Conn. 

Superquiet Models of Fans—For Business 

@ All models described here have Vortalex blades, described 
by manufacturer as making for high efficiency and minimum 
objectionable noise. These models have three speeds. Self- 
aligning, ball-seat, porous metal bearings. Streamlined blade 
guard. 110-120 volts, 60 cycles. Noise level (in decibels) 
50. All AC current. 

Large Superquiet Fan—Model FM12V1 

12” oscillating. Two-tone bronze finish. Wing-nut tilting 
adjustment. Carrying handle. 85 watts. Volume in cubic 
feet of air per minute (high) 1,200; maximum velocity in cfm 
1,700. Price $38.91. 

Large and Master Superquiet Oscillating Pedestal Fans— 
Models FM12M11 and FMI6MI1 

Oscillating 12” and 16”. Bronze finish. Telescoping col- 
umn permits height adjustments, ranging from 40” to 61”. 
Air delivery ranges from gentle breeze to forceful air move- 
ment. Sturdy decorative base with rubber feet. Cord passes 
down through column—no loop or dangling wires. On Super- 
quiet FM16M1: 64 watts; volume of air in cfm is 1,700 (high); 
maximum velocity in feet per minute 1,400. On FM12M11: 
85 watts; volume of air in cfm is 1,200 (high); maximum 
velocity in fpm is 1,700. Price of FM-16M1 is $66.28. 
FM12M11 is $52.59. 

Master Superquiet Fans—Model FMI6VI 

16” oscillating. General Electric’s most powerful desk fan. 
Two-tone bronze finish. Wing-nut tilting adjustment. Car- 
rying handle. 64 watts; vol. of air in cfm 1,700 (high) ; max. 
velocity in fpm is 1,700. Price of FMI16M1 is $66.28. 
G-M Laboratories, Inc., 4300 No. Knox Ave., Chicago, Ill. 
10" Surf Fan 
@ Overall dimensions 12” x 8” x 1234”. Weight 414 lbs. Gray 
wrinkle on base and motor housing, nickel plated steel wire 
guard; bright finish aluminum blades; bright plated bracket 
and fittings. Shaded pole induction motor built by G-M 
Laboratories for 60 cycle, 105-120 volts, AC only. Rubber 
covered 6 ft. cord. Mounted on special bracket with friction 
pivots so that fan can be turned to discharge air straight up, 
down, horizontally, or at any other angle in a full 360 degree 
vertical circle. Vibrationless. Blades balanced for quiet 
operation. Base has provisions for conveniently using the 
fan as a wall model. Retail price $11.95. 
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Kisco Co., Inc., 39th and Chouteau, St. Louis 10, Mo. 
The Kisco Circulair (in five models) 
@ All Circulairs are designed to pick up cool, floor-level air 
and circulate it quietly to all corners of the room without 
drafts or blasts. Give room-wide cooling, quietly, and with 
absence of drafts and blasts. Attractive metal protective 
grill on each model provides a safety feature, and the stee] 
construction insures long life. 
The Airspray Circulair 

12” high, 9” dia. Modernistic streamlined design; smal] 
and compact. Suitable for desks in offices. Antique bronze 
finish. Single speed. 
The Table-Air 

18” in both height and dia. Available in either dark wal. 
nut or gold-tone finish; has three speeds; four blade varifie 


air impeller provides room-wide air circulation. The Table. 
Air is functional in design and doubles as an attractive coffe: | 
or cocktail table. 

The Lo-Air Circulair 

1614” high, 13” dia. Two-tone brown finish; three speed: 
four overlapping blades. f 
The Whirlaway Circulair 

1614” high, 13” dia. Silver-tone gray finish. Three speeds; 
three 12” overlapping blades. 

Servus-Table 

27” high, 24” dia. Alcohol and heat resistant top. Chrom: 
finish with beige linen-weave top. Three speeds. Functiond 
in design—combines efficient air circulator with an attractiv: 
and convenient table. 

Manufacturer claims Circulairs are suited for office use be. 
cause they will not disturb papers on desks, and their quie| 
operation will not interfere with conferences, telephone con. 
versations, or dictation. 
Rex Cole, Inc., 21-01 Fifty-First Ave., Long Island City 1, N.) 
Air Circulator 
@ Portable. light weight, all-aluminum construction. 15 
high, 15” diameter. Quiet. Moss green, baked enamel an 
satin aluminum finish. Rubber tipped feet. Vibrationle: 
motor. Warranted against defects in material for one yez 
Motor operates on 110 volt, 60 cycle, AC; drives totally er 
closed, 3-blade, 12” propeller. Equipped with 12 feet 
Buna waterproof cord, molded into unbreakable plug. 
Samson United Corp., Rochester 10, N. Y. 

Safe-Flex Fan, Model 1046-N 

@ 10” oscillating; height to top of blades: 1312”; tilted, 1442 
depth, 812"; base, 8” x 514”. All metal base and housinj 
patented Safe-Flex rubber blades. Light tan hard-bake 
enamel finish on body; matching tan blades (mottled). Sof 
flexible 
110-120 volts; 50-60 cycle; AC oniy; 45 watts; 1.500 rpm. 
Model 1244-N 

12” oscillating, 2 speed. Height to top of blades: 154’ 
tilted: 1534”; depth, 914”; base 9” x 614”. Plastic base avd 
housing; patented Safe-Flex rubber blades. Metal arm ai 
nose-piece. Deep-lustre brown finish on base and housit 
arm and nose-piece in beige hard-baked enamel; blads 
mottled two-tone brown. 110-120 volts; 50-60 cycle; 4 
only; 60 watts; 1,500 rpm. | 


©. A. Sutton Corp., Wichita, Kan. 
Vornado—Model 12P1 Standard Pedestal Circulator 
@ Blade size 12”; height adjustable, over 2 feet variate 
Black plastic 3-blade propeller. Light weight (32 lbs 
quiet operation. Combination of dual injector cones, 
pitch of blades give air leaving fan penetrating power. B 
3 speeds. 115 volts, 60 cycles, 134 watts. Full action pin 
head; 111 degrees travel. 
Vornado Junior, Model 18C1 f 
New, smaller model of the Vornado circulator, carrying 
of the basic features of the line. Gray-green baked ena! 
(Turn to page 48) 
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Cole, Inc. 


Rgead 


Right: G-M_ Laboratories’ 
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Left to right: Fresh'nd-Aire Co.'s Model 20; American Machine & Metals’ Fan-Pac; 
Samson United's Safe-Flex, Model 1244-N. 


The Table-Air (left), made by Wisco, and the W. W. Welch Air-Flight Circulator, Model II. 


(From page 46) 


finish. Base designed for stability and light weight (1014 lbs. 
net). Enclosed motor for safety and streamlined appearance; 
motor mounted in rubber for noiseless operation. 115 volts, 
60 cycles, 77 watts; delivery of cubic feet of air per minute 
1,800 (high speed), and 1,050 cfm (low speed). 
Vornado, Standard Desk Model, 12D1 

Suitable for the average size individual office; has all of 
the basic features of this line. 12” blade size, 115 volts, 60 
cycles, 134 watts, 3 speeds. Weight 17 lbs. Quiet operation. 


Walton Laboratories, Inc., 186 Grove St., Irvington, N. J. 
The Fanlamp 


@ A fan concealed inside the shade of a floor lamp to give 
draftless circulation. Fan has 10” dia. blades of light weight 
metal alloy. Has adjustable speed rheostat, which regulates 
movement of air between 200 and 500 cubic feet per minute. 
Air movement is sufficient to cause an air change in the 
average room 3 or’4 times per hour. Finish in bronze or 
silver. 

Motor is specially designed AC 60 cycle, 110-120 volt, 30 
watt, General Electric with sealed in lubrication. Requires 
no attention. Fan operates independently of lamp. 

Illumination for direct lighting: 2 bulbs, 40, 50, or 60 watt; 
for indirect lighting: 1 reflector bulb, 150 watt. Indirect light 


socket w’.l hold the ultra-violet or infra-red light bulbs. 
The shade is of silk with special inner lining for light r 
flection; parchment shades available on special order. 


W. W. Welch Co., Glenn Blidg., Cincinnati 2, Ohio 
Welch Ar-Flight Circulators Models 11 and 12 ; 
@ Both models are 15” high, 15” in diameter, and weigh @ 


proximately 15 lbs. Both models are molded in plastic, & 
louvers being molded from Lustron, the top and base mold4 
in Bakelite. 
Model 11 is finished in lustrous plastic and_ transluce 
plastic. It is burn-resistant and alcohol proof. The Moa 
12 is finished in mahogany color which is mottled right i 
the plastic material. The louver-rings are buff colored. 
Welch claims that Air-Flight Circulators are the only © 
culators with the patented louver-ring construction that © 


trols and directs cooling air. The principle of operation 
the design to go on the floor where the air is coolest. We 
Air-Flight Circulators draw the cool air and distribute it 
circular motion throughout the entire room. It circula 
the air in every direction. 

The claim is that because of its unique design one Ay 
Flight Circulator delivers more cubic feet of air per ™ 
than several conventional type fans, yet costs no more t 
an ordinary 12” deluxe type oscillating fan. 
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WATER COOLERS 


—_—_—— 


Cordley & Hayes, 443 Fourth Ave., New York 16, N. Y. 
Models HCS-10 Water Cooler, and other models 


@ Approximate dimensions, 40%” high x 15%” square; 
pressure coolers have water connections at the rear and 
approximately 24” from the floor. Cabinets of all models are 
constructed of heavy furniture steel. Cold water storage 
tanks are built of non-rusting Everdur silicon bronze, and 
tinned inside and out for maximum sanitation. Water and 
refrigerant lines are made of seamless copper tubing; water 
cooler tops and basins are made of one piece heavy steel 
stamping with vitreous enamel fired on both sides. Bubblers 
and glass fillers are of heavy cast brass construction. 

Frames and panels are covered with corrosion resistant, 
Navy type, zinc-chromate primer coat, baked on at 270 
degrees, and the exterior is finished in a satin neutral gray, 
synthetic-resin lacquer that harmonizes with any color 
scheme. 

Electrically welded, rigidly braced frame; side and front 
panels removable for access to internal mechanism. Solid 
bottom pan protects floors and rugs against any likelihood 
of lubricating oil damage. Cold water storage tank is con- 
structed to withstand test pressure of 125 psi. 

All Cordley water coolers are based on the principle of 
mechanical refrigeration and are equipped with freon-12 
refrigerant systems. These are safe, odorless, non-toxic; ar- 
ranged to provide rated capacities of 50 degree F drinking 
water upon demand. All “pressure type” coolers, i.e. those 
whose water is derived directly from the municipal water 
systems, are equipped with a heat transfer economizer known 
as the “precooler.” The function of the precooler is to ex- 
tract the refrigeration effect from the waste water by using 
it to pre-cool the warm incoming fresh water. Precooler is 
designed as a vertical open shell for passage of waste water, 
with a seamless tube spirally wound inside for the upward 


passage of incoming city water. Large diameter of shell per- 
mits complete access for cleaning throughout the whole pre- 
cooler length. 

Waste heat is removed from the refrigeration system by a 
condenser, which is air-cooled in all Cordley models except 
those designated by “W.” Electric motor driving the refrig- 
eration system is of compressor duty type specifically de- 
signed for frequent starting under heavy load. Drinking 
water temperatures are controlled by means of a thermo- 
static switch of tamper-proof, yet adjustable design. Its 
thermal bulb is so positioned as to respond simultaneously 
to refrigerant and water temperatures; thus controlling not 
only the drinking water temperature, but guarding against 
freeze-ups as well. 

All units of production tested at the factory to cover among 
other points, the following: Refrigerant test pressures (high 
side 250 psi, low side 150 psi); water pressure, 125 psi test 
pressure; electrical wiring (high potential test to check any 
possibility of ground or short-circuit). 

The quantity of cooled drinking water delivered by each 
model is approximately that indicated by the numerals 
within its model number; thus the HCS-10 delivers approxi- 
mately 10 gph of 50 degree F water at the bubbler with inlet 
water being 80 degree F and room temperature 90 degree F, 
and waste water spill 60 percent. Electric power consump- 
tion is as low as 25 watts per gallon. 

Cordley & Hayes hermetic water cooler refrigerant systems 
are completely sealed in such a manner that no further field 
service work is anticipated. A five-year warranty is offered. 
The open compressor water coolers can be serviced in the 
field, and carry a one-year warranty. 

Models currently manufactured are CS-10, RCS-10, HCS- 
-10, RHCS-10, HCS-10W, BCS-3, and HBCS-3. H stands 
for hermetically sealed refrigeration system; its absence in 


Left to right: Cordley & Hayes’ Model HCS-10; General Electric's Type RM-45; 
and Frigidaire's Model PR3-J. 
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WATER COOLERS 


the type designation means a conventional “open” refrigera- 
tion compressor. B stands for bottle type; its absence sig- 
nifies a pressure type water cooler to be connected to the 
city water lines. W stands for water cooled condenser. 


Ebco Mfg. Co., 401 W. Town St., Columbus, Ohio 
Oasis Electric Drinking Water Cooler, Model OP-10 


@ Height—435s” x 1514” square; occupies three square feet 
of floor space. 

The cabinet is made of heavy gauge galvanized and bon- 
derized steel, featuring a one-piece wrap-around construc- 
tion. It is finished in Oasis brown opalescent lacquer. The 
Oasis OP-10 has a hermetically sealed unit with air cooled 
condenser. 

This water cooler incorporates the “dial-a-drink” bubbler 
valve into its splash proof stainless steel top. Ebco’s angle- 
stream bubbler has a self-closing valve and automatic stream 
control. Will serve cooled water (50 degrees) to approxi- 
mately 120 people per hour. The Oasis OP-10 was designed 
primarily for installation in offices, stores, building lobbies, 
theatre lobbies, factories, depot waiting rooms, schools, hos- 
pitals, etc. 


Frigidaire Division of Genera) Motors Corp., Dayton, Ohio 
Water Coolers, Models PR3-J, PR35-J, PR6-J, PR610-J, and 
PR1020-K 


@ Dimensions: All models except PR1020-K are 1434” x 
1434” x 443,” high. (PR1020-K, 133/16” x 133/16” x 443g” 
high). Steel with stainless steel trim. Cabinet is bonderized 
and prime coated inside and out to resist rust. Finished in 
air-dried bronze lacquer. Stainless steel top, black base, 
stainless steel trim and two-tone bronze emblem. 

Cabinet, rigidly constructed, al! steel. Section of back 
panel removable for access to mechanism. (On PR1020-K, 
access is possible through a removable front panel). Equipped 


————_ 


with cooling unit of shell and tube type with copper refrig- 
erant tubing. Storage tank, self-cleaning type. Deflector 
forces incoming water uniformly against refrigerated walls, 
increasing cooling efficiency. Insulation: PR3-J and PR35-J, 
315” on sides and 114” on bottom; PR6J and PR610-J, 3” to 
334” on sides and 1” on the bottom, and PR1020-K, 23” on 
sides and 2” on the bottom. Compressor: Meter-Miser ro- 
tary type unit (14 HP on Models PR3-J and PR35-J; \ 
HP on Models PR6-J and PR610-J, and %4 HP on Model 
PR1020-K with water cooled receiver-condenser). Directly 
connected to 115 volt 60-50 cycle, split phase, capacitator 
type motor. Both compressor and motor are housed in 
welded steel case, hermetically sealed and self-oiling. Rub- 
ber mounting supports cushion steel case. Specially-de- 
signed fan (in all models except PR1020-K) draws air over 
steel fin and tube type condenser with built-in dryer. Fan 
powered by enclosed 1/100 HP 115-volt, 60-50 cycle A.C. 


motor. Transformer required for operation on 220 volt | 


current. 

All pressure models designed for use with city water con- 
nection. Installation requires only a plug-in electrical con- 
nection and plumbing. Five models of cooling capacities 
ranging from 3 to 20 gallons of water per hour, reducing 
temperature of water from 80 to 50 degrees Fahrenheit when 


operating in an 80 degree room temperature. (Model PR3-J, | 


cooling capacity is 3 gallons of water per hour; PR35-J, five 
gallons; PR6-J, 6 gallons; PR10-J, 10 gallons, and PR1020-K, 
20 gallons of water per hour. All models equipped with a 
bubbler and bubbler valve built in as single sanitary unit. 
Push-button type valve delivers a stream of water at an 
angle. Models PR35-J, PR610-J and PR1020-K equipped 
with pre-cooler. Unused cool water flows over tubes con- 
taining warm incoming water, providing an economical pre- 
cooling arrangement. Storage capacity—Models PR3-J and 
PR35-J provide 12 gallon of cool water for immediate use; 


Left to right: Temprite Products Corp. Model PB-10; the Norge Water Boy; 
and Uniflow's Lectrik-lce SC-10. 
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WATER COOLERS 


Models PR35-J and PR610-J, 34 of a gallon, and Model 
pr1020-K, 3 gallons. Threau-type restrictor controls flow 
of refrigerant into the cooling unit. (Automatic expansion 
control valve on PR1020-K). Models are controlled by ther- 
mostatic switch. A Cold-Control permits user to regulate 
temperature of water as desired. 


General Electric Co., Air Conditioning Dept., Bloomfield, N. J. 
Water Coolers—Various 


@ Make two kinds of electric drinking water coolers suit- 
able for office use—a pressure bubbler type and a bottle type. 
They are available in several different capacities depending 
on the average number of workers:the cooler will serve. 
Model numbers are JS-15, JW-15, RS-45, RW-45, RS-65, 
RW-65, RW-75. 

Sizes will depend on the capacity required. G-E makes 
them in sizes that will serve offices, theatre lobbies, industry. 
All-steel insulated cabinet, easily cleaned glazed white 
vitreous china top, stainless steel reservoir. Finished in me- 
tallic bronze lacquer over a baked primer. Base is finished 
in baked black japan. White glazed vitreous china top that 
is scratch- and discolor-proof. 

In hermetically sealed condensing unit and open type con- 
densing unit models, these coolers are designed for quiet, low 
cost operation. All models are foot-pedal operated and main- 
tain ample water storage. Large pre-cooler helps to cut 
operating cost. Angle stream bubbler on pressure types is 
completely sanitary with chrome-plated guard to prevent lip 


Sunroc's Model 26 Super Cooler (left), and Ebco Mfg. Co.'s Oassi, Model OP-10 
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contact. Water cannot fall back on bubbler from lips. Foot 
pedal operation for pressure types, button for bottle. Re- 
frigerant heat interchanger, pre-cooler, large reservoir all 
help to cut operating costs. Condensing units cool with 
Freon-12 refrigerant. Adjustable temperature control, 
stainless steel reservoir, sanitary chrome bubbler guard, all 
steel bonderized cabinet, foot pedal operation. 


Norge Div., Borg-Warner Corp., 670 E. Woodbridge St., 
Detroit 6, Mich. 

Norge Water Boy 
@ Completely portable, light weight, water cooling device 
which can be moved to any desired location, plugged into 
any 110/60 outlet, and requires no plumbing. Finished in 
golden bronze color called “Autumn Gold,” rust-proof steel 
construction throughout; 22” long, 12%” wide, 14” high. 
Equipped with a cup dispenser and a drip tray; has five- 
quart water reservoir and is also designed for use with water 
bottles of from one to five gallon capacity. Fast cooling, ther- 
mostatically controlled; will cool up to 80 cups of water an 
hour, enough for 30 people. Powered by 's HP, hermetically 
sealed condenser unit; factory lubricated. 

This portable cooler is completely new; manufacturer 
claims it to be the only portable electric cooler on the mar- 
ket requiring no plumbing connections. It can be used as 


a table model, or with a new cabinet stand recently intro- 
duced. The cabinet stand provides for convenient disposal 
of used cups, as well as sufficient space to hold an extra 5 
gallon water bottle. 
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WATER COOLERS 


Puro Filter Corp. of America, 440 Lafayette St., New York 3 
Electric Water Cooler, Type NTB 10 


@ Height 44”, width 19%”, depth 17%”; weight 180 lbs. 
Bubbler top can be provided with carafe filler. Heavy au- 
tomobile steel construction; mahogany finish over a rust- 
resisting bond coat. Cooling unit is a special Puro design 
of heavy gauge brass, treate¢d to avoid corrosion, assuring 
uncontaminated water storage. Provides instantaneous cool- 
ing plus extra large holdover capacity. 


Condensing unit is conventional belt-driven type, quiet 
and efficient, with all parts easily accessible for speed, ease 
and economy of service. China parts (tops) are made of 
white vitreous china with built-in anti-splash features. Well 
insulated with oil-treated mineral wool and wood fibre in- 
sulation. This model is equipped with a non-clogging pre- 
cooler which utilizes, for increased cooling capacity, the cold 
water ordinarily wasted. 

Complies with requirements of National Bureau of Stan- 
dards CS 127-45. Machine is so designed that it automatic- 
ally cuts out if overloading occurs. Equipped with standard 
brass glove valve on incoming water line. This company 
has 8 other models, including some with refrigerated storage 
compartments for cooling beverages and food. There is a 
bottle top model for locations where water connection is not 
available. 


Puro Filter's Type NTB 10 


Sunroc Refrigeration Co., Glen Riddle, Pa. 

New Model 26 per" Cooler 

@ 18” x 18” x 43” high. All steel cabinet with stainless stee] 
water tank and storage compartment. Finish: exterior, sun- 
glow gunmetal, interior, natural stainless steel finish. Her- 
metically sealed mechanism—no belts, fans, pulleys or water 
valves, uses Freon No. 12. 

Gravity type cooler with internal water tank—may also be 
connected to a pressure line, operated by a self-closing valve, 
This model eliminates the use of a five gallon water bottle 
and manufactures three single trays of ice cubes; has a 
refrigerated storage space of approximately two cubic feet, 
and delivers cold water to take care of approximately thirty- 
five people. 

The unit requires no plumbing connection and may be 
operated wherever an electrical cutlet is available. It em- 
ploys a static condenser which assures trouble-free and al- 
most noiseless operation. 


Temprite Products Corporation, Detroit 2, Mich. 
Model PB10 Water Cooler 


@ Cabinet material: Rust-proofed and baked enamel finish, | 


heavy gage steel. 

Dimensions: 403s” over all height x 163/16” square. 

Dark grey metal base, baked enamel finish. 

All stainless steel cooler and water storage tank, stainless 
steel top for appearance and sanitation; special design water 
pressure regulator and bubbler for steady, uninterrupted 
water flow and special non-splash drain receptor. 

A self-contained refrigeration system incorporating a her- 
metically sealed condensing unit, hot metal bonded refrig- 
erant coils around the storage tank, completely automatic 
temperature control, and a special design incoming water 
pre-cooler, making use of the cooled waste water. Capacity 
in excess of 10 gallons of water per hour, reducing the tem- 
perature of the water from 80 down to 40 degrees in a 
degree room using a 1/6 HP hermetically sealed condensing 
unit. 

Distinctive features are use of stainless steel in the water 
cooler and storage tank, use of stainless steel on the cabinet 
top, use of the special design pressure regulator and bub- 
bler which eliminates squirting of water and irregular and 
inconsistent water flow. 


Unifiow Manufacturing Co., Erie, Pa. 
Lectrik Ice SC-10, Water Cooler 


@ 15%” square, x 401%” high. Made of stainless steel ex- 
terior with black porcelain top, kelvinator hermetic unit, 
F-12 refrigerant bubbler and hand valve chrome plated. 

Has a refrigerated compartment to store beverages and be- 
tween meal snacks. Principle of operation same as that of a 
domestic refrigerator except that in the compartment type of 
cabinet the evaporator is divided, one section cooling the 
drinking water while the other section cools the storage 
compartment. Rated at 10 gallons per hour with in-going 
water at 80 degrees, with pre-cooler. Compartment tem- 
perature between 35 and 45 degrees. 


AIR CONDITIONING UNITS 


Carrier Corporation, 300 South Gedes St., Syrcause 1, N. Y. 
51G2 Executive Window Sill Model 

@ Dimensions, 26%” wide x 15 9/16” high x 29%” deep. Only 
1211/16” projects into the room. All-steel welded construc- 
tton. The discharge grill consists of brown plastic louvers. 
Cabinet is walnut finished, designed to blend with other fur- 
niture. Cabinet finish is durable and mar-resisting, not af- 
fected by cigarette burns or beverage stains. 
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Has hermetically sealed % H.P. compressor. Entire uni 
is compactly designed to fit on the window sill to save val- 
uable floor space. Conditioning and cooling or just condi- 
tioning controlled by a switch. Designed noi only for cooling 
and dehumidification during the hot summer months, but 
also for ventilation, circulation, filtering, and the reductiot 
of outside noises. Capable of: cooling capacity equal to the 
melting of 1,500 pounds of ice per 24-hour day; removing # 
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ll AIR CONDITIONING 


UNITS 


much as one quart of water from the air in an hour; remov- 
eel ing almost all of the fine dust and pollen from the air. 


Carrier's Executive Window Sill Model 51G2 


inish, | Type 36J Carrier Conduit Weathermaster 

@ Base Unit dimensions range in size from 20” to 52” nomi- 
+ ‘nal coil length. Modern design cabinet available for exposed 

application. On furred-in application, no cabinet is needed. 
inless | Base Units are rigid costruction of metal parts. Cabinets are 
water | finished with sand grey prime finish. Brown baked enamel 
upted or gunmetal grey baked enamel finishes are available upon 

request. The Carrier Conduit Weathermaster System pro- 
a her- | yides an air conditioning system with individual room tem- 
efrig- perature control at the twist of a dial. 
omatic — System replaces space consuming ducts with small diam- 
water feter conduits for air distribution. The system can be in- 
pacity fstalled at low cost in multi-room, multi-story buildings, both 
e tem- fold and new. 


n a 9 Base Unit contains no moving parts or electrical connec- 
lensing tions and consists of (1) coil assembly with plate-finned cop- 

t coil and stack section, and (2) plenum assembly includ- 
> water ing primary air nozzles, air control valve and condensate pan. 
cabinet | Primary conditioned air discharged through air nozzles acts 
. — #s motiviating force for induction of room air through sec- 
ar an 


endary cooling or heating coil. Air plenum with sound ab- 
porbing baffles minimizes all noise and results in quiet oper- 
ation. 

This new air conditioning system provides heating or cool- 
reel ex- PS as needed and permits independent room control of tem- 
ic unit, PeTature and humidity, no moving parts in rooms. Saves 
ted. fom 75% to 85% of the rentable space taken up by previous 


and be- #Stems. Temperature control results in 15% to 25% savings 
that of a fuel costs over an uncontrolled radiator system. Invented 
t type of AY and exclusive with Carrier and protected by basic patents 


ling the the United States and all major foreign countries. 

storage 

in-going 1T Store Weathermaker 

nt tem-P 7° air condition suites of offices. 50T4—3 H.P. compressor 
otor—3 4” wide x 58” high x 1’ 10%” deep less air outlet 
rille; 1/3 HP. motor drives fan. 3’ 4” wide x 7’ 0” high x 
1048” deep with air outlet grille; 1/3 H.P. motor drives fan. 
30T6—5 H.P. compressor motor—4’ 0” wide x 6’ 534” high 
i 101, 16” deep less air outlet grilles; 4% H.P. motor drives 
n. 4 0” wide x 7’ 6” high x 1’ 101/16” deep with air outlet 

pate ille; % HP. motor drives fan. 


condi- Casing of cold rolled steel. Extension casing finished with 
cooling F" resistant, burn resistant, and mar resistant baked 
s, bu Fel. Compact, space-saving design; can be quickly and 
 ductiot sily installed or moved: sturdy cabinet; automatic opera- 
1 to the Be” and control; quiet and economical operation; flexibility 
ving application; guaranteed by Carrier. Unit has Freeon-12 
1908 mpressor driven by heavy duty refrigeration type motor 
Pell, 1948 


through flexible coupling, efficient water cooled shell and 
tube type condenser. Large area draw-thru type cooling 
coil, single slow speed double inlet centrifugal fan of latest 
post-war design, fan driven by standard fan motor with 
built-in overload protection, automatically controlled. 

50T4 Unit can remove a grand total heat of approximately 
36,000 BTU/hr (nominal 3-ton unit) delivery 1,500 cubic 
feet of air per minute. 

50T6 Unit can remove a grand total heat of approximately 
60,000 BTU/hr (nominal 5-ton unit) delivery 2,250 cubic feet 
of air per minute. 

Compact, packaged unit; installed and relocated with mini- 
mum of interference with business operations, modern design 
cabinet, no ducts required, low maintenance and operating 
cost. 


Climax Machinery Co., 301 S. LaSalle St., Indianapolis 6, Ind. 
Climax D-16 Room Cooler 


@ Height 22”, depth 10”, adjustable width from 27” to 44”. 
All steel construction and powered by a specially built F. A. 
Smith Motor. Ivory baked enamel finish with chrome trim. 
Adjustable to fit windows from 27” to 44” in width. Three 
speed motor. 

Exhausts stale hot air and draws in cool fresh air. Moves 
1,350 cubic feet of air per minute on high speed; 1,000 cubic 
feet of air per minute on medium speed, and 600 cubic feet 
of air per minute on low speed. The easy installation (four 
screws) of this unit make it portable; is easily adapted to 
home or office use; practical for any small office. Price 


$54.95. 


al 


Climax Machinery's D-16 Room Cooler 


Fedders-Quigan Corp., Buffalo 7, N. Y. 
Room Air Conditioners Models W5 and W7 


Overall dimensions Model W5, % H.P.—271/16” wide x 
274%” deep x 13” high. Model W7, 34 H.P.—271/16” wide x 
274%” deep x 15%” high. Unit Air Conditioners providing 
cooling, dehumidification, filtering, ventilation and circula- 
tion. For installation on window sill with window of 27” 
or more wide between beads. Center of gravity on center 
line of sill. 

Steel cabinet is finished in metallic bronze with burl wal- 
nut paneling. Outdoor cabinet bonderized and finished in 
neutral gray. Units equipped with rotating grille which 
directs air up, down or at any desired angle by easy twist of 
wrist. Damper provides for outside room air or any desired 
combination of the two. Can be used in winter months for 
filtering and ventilating. 42 H.P. model rated at 5,500 BTU/ 
HR and 34 HP. model rated at 8,000 BTU/HR. 
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AIR CONDITIONING UNITS 


General Electric Co., Air Conditioning Dept., Bloomfield, N. J. 
Self Contained Air Conditioners 


@ 3 HP model, Type FD-30D, and a 5 HP model, Type FD- 
50D. Dimensions Type FD-30D: 33” wide, 24” deep, 8412” 
high. 

Type FD-50D same except 42” wide. Both units are of steel 
construction. Enclosing panels are of sheet steel with 
rounded corners. Finish is modern gray-green lacquered 
enamel wrinkled finish. The wrinkled finish does not show 
dirt, dust or scratches as readily as shiny finishes. Rigid 
steel frame supports all components within its one piece con- 
struction and protects the unit while moving. Side sections 
are welded and cross members are firmly bolted. This con- 
struction, plus sound absorbing insulation on all four sides, 
minimizes vibration and makes the unit quiet. Fan motor is 
resiliently mounted to cut vibration, and the condensing 
unit “floats” with 3-point steel spring suspension on rubber. 
Drain pan is free draining, corrosion resistant. Electrically 
welded steel fan housing is rigidly mounted to frame. Unit 
is built so that it can distribute air from the front in any 
direction and also from the sides and top. By adding duct- 
work, air can be shot into the office space from a unit in- 
stalled in another room. It can air condition more than one 
room at a time by means of ductwork. Filters are throw- 
away type. 

G-E condensing unit is open type, water cooled, and cir- 
culates safe, modern, non-flammable Freeon-12 through its 
system for cooling and dehumidification. A thermostat is 
built into unit, so that air temperature can be controlled at 
all times. Unit can be used for winter heating with addition 
of a steam coil. Air conditions offices, other places of busi- 
ness, and two or more can be used to condition larger spaces. 
This is the only packaged air conditioner in the General 
Electric air conditioning line. 


llg Electric Ventilating Co., 2850 N. Crawford Ave., 
Chicago 41 

Filter Type Ilgairator, Model BM388 

@ Equipped with adjustable panel of different lengths, such 
as one for 26” to 30” windows, 30” to 36” windows, and a 
third one for 36” to 45” windows. Made with steel cabinet 
and panels finished in a walnut grain. Equipped with fibre 
glass filter and variable speed, quiet operating electric fan. 


Left: Fedders-Quigan Model W-S Air Conditioner 


When installed properly in the window with the window 
seals furnished as accessories with the unit, serves to supply 
to a room fresh air from the out cf doors, freed of dust, soot, 
pollen, and other foreign materials which are extracted by 
the filter as the air passes through the unit. 


Typhoon Air Conditioning Co., Inc., 794 Union St., Brooklys 
15, N. Y. 

Prop-R-Temp, Models 1'!/2, 2, and 3 SCO 

@ Floor area: 1% SCO, 2.25 sq. ft.; 2 SCO, 2.81 sq. ft.; 3 SCO, 
3.94 sq. ft. Compressors powered by 11%, 2, and 3 HP, 3PH, 
220V, 60CY motors respectively. Nominal rating of each 
model is 144, 2, and 3 tons, respectively. f 

All-in-one cabinet is constructed of furniture steel panels 
formed into rigid channel and angle sections, electrically 
welded into a rigid, vibration-free unit, lined with acoustic 
and thermal insulation. Models have one easily handled 
cover for front and one for back. Entire mechanism is ex- | 
posed and completely accessible with one of these cover | 
removed. 

The Prop-R-Temp over-size compressor delivers full atal 
capacity at moderate speed. All copper condenser with al 
connections, silver soldered, on the outside. Inside of the 
shell there are only straight lengths of condenser tube silver 
soldered into the tube sheet thus eliminating any possibility 
of internal leaks. Cooling coils placed at an angle for even 
air flow. Generous amount of cooling surface. Coils ar. 
copper tube and fin—tinned—silver soldered at all joints. 

Entire electrical control is housed in one box—easily ac- 
cessible. A single connection to this box completes the elec. 
tric wiring job in the field. Plenum chamber is lined with 
acoustic material to eliminate air noises. Because the unit is 
shoulder high, the outlet grille is set on a slight angle, allow- 
ing the conditioned air to be deflected over a large area un- 
obstructed by normal furnishings and over the heads of em- 
ployees. Entire top section can be removed when the unit i 
to be used with a duct system. Unit is designed for the in- 
stallation of a steam or hot water heating coil for year roun 
utility. A humidifying nozzle can be furnished for use wit 
this heating coil for year round air conditioning. A knock 
out panel is provided in the side of the unit for connectio 
with a fresh air supply duct. These moveable units are 
new development, supplementing the Typhoon line. 


United States Air Conditioning Corp., 
Minneapolis, Minn. 
Store Conditioner 
@ Packaged air conditioning unit; newly designe) 
Suitable for office installation. Comes in 3- and 5-t0 
capacities. 
Dehumidifies, cools, filters, circulates, and ventilate 
Requires little floor space. Three connections for ths 
unit—to an electrical outlet, to the water system, & 
to the drain. Year ’round utility is offered by the co 
trol dial which can be turned to “Fan,” thus puttis 
the fan into operation as a ventilator. For winter, ® 
unit may be equipped with heating coils to act 
warm air heating system. 


© Righ 


Watch for the May installment of "What's Available Now?" in OFFICE MANAGE- 
MENT & EQUIPMENT, covering visible record equipment and micro-film machines. 
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© Right: An office with a Store 
| Weathermaker, by Carrier 


Above: Filter type Ilgairator, 
made by Ilg Electric Ventilat- 
ing Co., Model BM 388 


Above: United State- 
Air Conditioning Corp.': 
Store Conditioner 


Corp. 


« 


\ 


Above: Typhoon Air Condition- 
ing Co.'s Prop-R-Temp model. 


Left: General Electric's self- 
contained model FD50-D air 
conditioner 
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% IF YOUR office caves in one of these days, 
you may be able to tell your friends that it was all 
because of reticulitermes flavipes. Settle your- 
self comfortably in your bed and tell them this: 


These termites turned up recently 
in a Buffalo, N. Y., office. 


Photo by C. E. Simmons. Buffulo 
Society of Natural Sciences. 
WF Retic—well, anyway, they’re termites, and be- 


ing such, they have an ungovernable appetite for 
wood. Allowed to gorge themselves indefinitely, 
they’ll play the devil with building timbers, office 
paneling, furniture, rugs, carpets, linoleum, and 
other objects, where there is sufficient moisture. 
They tunnel along the grain of wood and reduce it 


When the Boss 


and schools, but it will not compete with them. It 
is designed to help those who want to type cor- 
rectly upon occasion and not for livelihood. 
Even those who have some knowledge of typing 
gain greatly by attendance, the school reports. 
At one session a student reported a speed of 15 
words a minute when the class started. At the 


Termites Can Be Office Menace 


to powder without noticeable effect on visible 
surfaces. 

William Wild, research entomologist of the Buf. 
falo Museum of Science, had the termites tabbed 


At bottom of picture is an exam- 
ple of wood damage they did. 


when they turned up for the first time in Buffalo 
recently, were discovered in the woodwork of the 
office of a local firm. 
Mr. Wild said these particular termites are com- 
mon in the South, where they cause great damage. 
“This is the first time we’ve found them in Buf- 
falo,” he said. “This might be serious.” 


Learns to Type— 


(From page 30) 


end of the session she had reached more than 40 
words with no strain and not more than two er- 
rors. Others have come in proud of their speed 
with one or two fingers, and found they picked up 
momentum and were able to keep their eyes away 
from the keyboard, making fewer errors than 
before and typing at greater speed. 
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... With the G/W “Safeguard” Filing Outfit 


There is an easy way to make sure of having the _ larger system or have special problems, your Globe- 
papers you want when you want them. The G/W _ __ Wernicke dealer will gladly make a free survey and 
“Safeguard” Filing Outfit is simple to install, a give you helpful advice. 

snap to operate. With five minutes’ explanation 


For complete satisfaction from your filing system, 
anyone can file and find swiftly and accurately. 


be sure to get the time-saving and energy-saving 
“Safeguard” Outfits come ready-packaged for GlobeArt STEEL FILES, precision built for 

one to four drawers of letter-size filing. Guides, feather-touch operation. Ask your G/ W dealer to 

folders, labels, everything—including an easy-to- demonstrate today—or mail coupon. 

follow instruction sheet—is there. If you need a 


FREE 


Find-i-tis* Booklet—amus- 
ing, easy-to- read, yet 


qa ee a i em © em om em oe om oe 6 om om oe eo = = eo == 


The Globe-Wernicke Co. 
Dept. GOM 48, Norwood, Cincinnati 12, Ohio 


packed with facts that sim- the Find-i-tis booklet. 

plify filing. Ask for it at Please send my copy of | 
your Globe-Wernicke deal- i 
‘rorsend this coupon now. PE 5 Aisi Aa AR MGA ANNA See Kee ok yee ES SERRA SRW RARE 
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Bassick Flo -7i/* 


Sets new standards of chair comfort... gives 
feather-touch control ...smooth, easy action 


1. QUIET OPERATION . . . No metal-to-metal 
contact in tilting mechanism . . . self-lubricating 
swivel bearings . . . can’t squeak. 


2. EASIER ACTION... Floats in rubber .. . 
smoother tilting action ... better balance . . . and 
finger-tip adjustment. 


3. IMPROVED DESIGN . . . Neater, cleaner ap- 


pearance ... no springs. 


When you lean back in a chair having a Bassick Flo- 
Tilt Control, notice the smooth, luxurious feel . . . the 
perfect balance that does away with lurching and pitch- 
ing ...the feather-touch that adjusts the action to 
your own personal preference. 

Look for Bassick F/o-T./+ Controls on the office chairs 
you buy... they're a sure sign of quality. At your sup- 
plier’s ...or write for more information to THE 
BASSICK COMPANY, Bridgeport 2, Conn. Division 
of Stewart-Warner Corporation. Canadian Division: 
Stewart-Warner-Alemite Corporation, Ltd. 

y Bassick patented rubber torsion unit .. . sets 
Wy new standards for comfort and easy action. 


LCS, 


A chair with “ Flo-Tilt” 
Smooth and quiet 


Makes you happy 
When you buy it. 


New, improved steel hub with 
self-lubricating bearings. 


“Diamond-Arrow" chair casters roll smoothly 
-.. swivel easily ... protect floors. 


r >. 
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AT EMPIRE STATE 


(From page 34) 


hospitalization and bond deductions, as well as 
names and social security numbers. The machine 
is very simply adjusted for printing the two dif. 
ferent types of forms required for the Empire 
State, Inc. payrolls, one variable, the other, fixed, 
The latter includes both gross and net compensa- 
tion with deductions shown. Only the recapitula- 
tion at the foot of the payroll sheets has to be filled 
out by hand. 

Operation of the large, compact machine, lo- 
cated in a corner of the accounting offices that is 
shielded by draperies that lessen sound, is simple 
enough to permit anyone to grasp its technique 
with brief instruction. Several members of the 
office staff, coached by Bernard Kraus, whose en- 
thusiam for the performance of the three-lister 
interested his associates and led to its adoption, 
have become skillful operators. While an operator 
is needed to make necessary adjustments and re- 
move and insert sheets, he can move freely about 
the room, as the machine stops automatically as 
each sheet is completed. 

The machine saves substantial time in running 
off time cards and pay envelopes, on which ad- 
dresses as well as names and social security num- 
bers are now printed, a gain in accuracy. End of 
year statements of earnings of employees are now 
handled by machine in an hour. Quarterly social 
security reports are turned out in half an hour, in 
striking contrast to the five days previously re- 
quired to type them. As much time is saved in 
handling yearly accounts receivable and monthly 
statements to tenants of the building. Now only 
amounts have to be typed in when these sheets are 
run off and this takes only a day. With monthly 
bills to tenants for electrical charges handled by 
machine, another tedious two-day job has been 
eliminated. Meter numbers can now be printed 
on the electricity sheets, leaving only readings to 
be filled out in ink. 

Owning and managing a skyscraper that tops 
the New York skyline, it is natural for executives 
and staff members of Empire State, Inc. to be 
constantly on the alert for procedures and equip- 
ment to simplify tasks. Constructive thinking is 
encouraged and employees’ ideas frequently lead 
to improvements. 

The corporation’s modern office equipment in- 
cludes a calculating machine (Marchant) that 
proves helpful in connection with inventories, in 
figuring interest rates and percentages. Recently 
an electric typewriter (IBM) was installed in the 
general secretary’s office and is so well liked that 
others may be added. Special copy holders (Rem- 
ington Line-a-Time) facilitate the work of typists 
in accounting and other offices. 
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New photographic emulsion gives dense 
blacks . . . Whatever the original—printing, typing, 
or handwriting—copies made on Kodagraph Contact 
Paper all come through with dense blacks—line for 
line, sharper, clearer than 

before. That’s because of 

the emulsion of this new 

contact paper—developed 

by Kodak especially 

for photocopying. 
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Wide latitude makes 

exposure, processing 

simple, sure— Kodagraph Contact 
Paper is easy to handle from start to 
finish. Thanks to wide latitude, good 
results do not depend upon split-second 
timing. What’s more, because of its 
uniformity, exposure and processing 
times remain the same—from sheet 

to sheet, package to package. 
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EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N. Y. 


, 1948 
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| (Vow... line for Mine... photocopies 


can be sharper, clearer 


Kodag raph Contact Paper 


Nail Coupon for FREE Cook 


I}; / ™S a 


Pure high quality paper base assures 

clear, crisp whites —Kodak-made in 

Kodak’s own mill, the base used for Kodagraph 

Contact Paper is chemically and physically 
pure—fit background for 
the dense blacks of the 
photographic images. 
Furthermore, it’s long- 
lasting, tough, durable— 
and lies flat. 


See for yourself ...Try it on your own 
equipment—Try Kodagraph Contact Paper in your own 
office ... let your own operators show you just what 
results they can get with it. You'll 

find it saves time and money, 

gives you better results. 


Eastman Kodak Company 
Industrial Photographic Division 
Rochester 4, N. Y. 

Please send me a free copy of 
“The Big New Plus’— your book- 
let about Kodagraph Contact 
Paper and the other papers in this 
great new Kodak line. I have (1) contact 
printer (J direct process (1) blueprint equipment. 


Name 


(please print) 


Department 


Company 


Street 


City 


State 
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Kock a-Fule 


IS YOUR BEST BUY 


oe Am oe od 


*Patented 


Any way you look at it—Rock-a-File, the only 
truly modern file cabinet, is your best buy! 

Only Rock-a-File has side-opening compart- 
ments that save up to 40% floor space, permit 
two or more persons to file at once, eliminate noise 
of banging drawers. Only Rock-a-File allows 
access to all the contents all the time. And only 
Rock-a-File keeps the center of gravity always 
within the cabinet—no danger of toppling. 

Learn how Rock-a-File can completely mod- 
ernize your filing, make it easier, faster and more 
efficient. For complete details and name of nearest 
dealer, write Dept. B today. 


| orders from two separate sources. It is also sound 


COMPLETE ACCESSIBILITY —Entire con- 
tents accessible to two or more persons 
at once. A!l compartments can remain 
open. 


TIME SAVING— Open compartments do 
not block access to others in cabinet. No 
waiting to get at contents. 


LESS TIRING—Perfectly balanced com- 
partments open and close effortlessly at 
finger touch. Fewer openings and clos- 
ings. 

TOPPLE PROOF—Open compartments, 
project only slightly—gravity center al- 
ways within framework. 


ECONOMICAL—Supplies last longer. 
Folders slide in and out sideways. No 
more mutilated tabs and guides. 


A NATIONALLY ADVERTISED PRODUCT 


ROCKWELL-BARNES COMPANY [gees 


és » Specialists to the Stationer since 1903 details write 
j a P or wire Dept. 
rs 35 East Wacker Drive Chicago 1, Ill. BRS 
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OFFICE ANALYST 


(From page 20) 


It may surprise you to think that your eat 
will give no orders, but look at the pyramid again, 
The flow of delegation from top management runs 
through middle management to unit supervisors 
and each officer is held responsible for the work 
of certain areas. Along comes your analyst with 
his recommendations in hand, and they cut across 
this traditional flow of authority. It is a sound 
management principle that one should not receive 


management to delegate adequate authority to 
fulfill responsibilities. Therefore if an executive 
is held responsible and if he feels that a change 
would not be to the interests of his activity, it 
would be a violation of his integrity to accept the 
recommendations of your analyst. 


Analyst's Position Difficult 


You may believe that the supervisor resents 
alien advice and accepts the recommendations only 
as so much academic criticism. Even when au- 
thority from above sides with your analyst, that 
is not the be-all and end-all by any means. What 
should be merely “bugs” in the installation of a 
procedure can be argued and dramatized as funda- 
mental errors. The executive over both super- 
visor and analyst often finds himself in a position 
of judging details which will back either one or 
the other in a controversy. He will soon tire of 
that. In other words, our cversimplified pyramid 
has developed internal troubles, and management 
has not found how to digest advice as easily as or- 
ders. 

You must recognize this peculiar position of 
your analyst and try to ease his advisory respon- 
sibilities. He has not the prestige in your organi- 


zation yet of the doctor, the lawyer, or even the} 
personnel director; and yet he too is dealing in} 


advice. So far as there is an answer, it lies in 
placing him far enough up in the pyramid to give 


him standing. He must report to an executive | 


whose orders can carry the weight of authority 
in the offices served. He must have his responsi- 
bilities clearly defined and explained in company 
instructions or circular letters. In a recognized 
position, he will then come to understand, like the 
doctor and the lawyer before him, that there is no 
reflected authority after all like the authority of 
competence. 

Even with the proper position and backing, 
there is still one difficulty in the relationshif 


which can cause friction. Your analyst come 
from outside the office under study and he may be} 
accepted as alien in spirit and experience. Ever 


(Turn to page 66) 
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New & Desk 


SAVES HIGHCOST 
OFFICE SPACE 


New desk design saves | 2/3 square feet 
per desk. This allows you to install 
more desks in a given amount of floor 
space. The design also makes the desk 
more efficient, for every inch of top space 
is within easy reach from working posi- 


tion. 
Style-Master Associate Desk (size 60” x 30”) 


The Style-Master Associate desk has these famous “Y and E” 2 features: 


l hes. OB. 
AI or a 


i eae 


Handsome modern design 


Attractive metal corner caps for extra protection 


Write for complete information on the 
new “Y and E” Style-Master Associate 
Desk. 
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PANAMA-BEAVER 
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Coast to Coast Distribution 
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Save Time... 
- Save Steps... 


5 
L 
'y. 
ys 


EXECUTIVE 
MASTER STATION 


Executive decisions and production problems 


swiftly, clearly carried to the key men in your organization 
to be executed and solved immediately. FLEXIFONE 


is quality engineered and built... modern and 


functional in design to meet your demand for a 


lightning-fast method of intercommunication. 
Choice of several models 
with capacities up to 


twenty connections. 


OFFICIAL OR 
SUPERVISOR MASTER STATION 0 PE D | 0 


FLEAIF INE 


Gutevoorr 


Net. aT ug OPERADIO MFG. CO. 
rhe Wow FLEXIFO 


SPEAKER 
STATION 


Dept. OM-48, St. Charles, Illinois 
—s Please send free literature as checked: eosencebooece 
() FLEXIFONE Intercommunication DCD Plant Broadcasting 


(0 Make appointment to discuss our needs 


Name 


Addr 


City. 


NS 
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MATCHED MASTERPIECE 


Since 1881, the M& V Guild of Master Craftsmen have concentrated on 
producing masterpieces of precision workmanship in the carbon paper and 
inked ribbon field. Each M&V ribboa and its companion box of carbon 
paper is so carefully made and perfectly matched that even inexperi- 
enced fingers find it possible to produce letters and copies of unrivaled 
excellence and appearance. This also is why discerning users find these 


.products of established quality most satisfactory and economical to use. 


Now available in Ultra Modern **Curl-Less”’ 


cae 


MITTAG AND VOLGER, INC. 


ESTABLISHED 1881 


FINE CARBON PAPERS & INKED RIBBONS + PARK RIDGE, NEW JERSE! Te 
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No. 890 LETTER BOX FILE 


n Amfile adaptation of an old-timer. Stands upright or lays 
t. Has dozens of uses on desk or work table. Equipped with 
phabetical index. Pull tab at back. Strong suit-case catch 
eeps out dirt. Finished with marble paper, orange back. 
acked 12 to carton. 


Per Doz ! Gross Lots 

. 890—Letter Size, A-Z, 16 division......... $17.00 $15.50 per doz. 
lo. 891—Letter size, 1-31, 31 division........ $19.50 $18.75 per doz. 
jo. 892—Cap Size, A-Z, 16 division.......... $19.75 $19.00 per dor. 
jo. 893—Letter Size, A-Z, double thick 

(Jumbo) 25 division _............ $25.50 $24.50 per doz. 
lo. 894—Cap Size, A-Z: double thick 

(Jumbo) 25 division ....... shana $29.75 $28.50 per doz. 
jo. 899—Similar to No. 890 but made of steel.............. . $2.70 each 


No. 420 
PERSONAL FILE 


A roomy file for everyday 
use in office, store or home. 
A place for receipts, bonds, 
income tax data, etc. Comes 
with letter size alphabetical 
and monthly folders, a 3-year 
budget and expense record, 
place for phone numbers, 
addresses. Maroon, black, 
blue, brown, green, ivory. 
Bo Size 1014x123%4x6”". Packed 
| Bef a color to carton. 


dverti ’ 
OM 10RAY eceteae rn” gavertised at $2.25 
catalog of complete Amfile line. Za, 
Chicago Office and Display 


i . 


RSE 5 
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No. 710-A" TRANSFER FILE 


Heavy construction with cloth hinge and 
pull. Covered in marble paper. Letter size. 
Outside size 104,” high 744” wide, 1314” 
deep. Packed 12 to carton. 

Retails at $1.55 $15.35 perdoz. $175.20 per gross. 


No. 12105 TRANSFER FILE 
Similar to above but medium construction 
with webbing pull. Outside size 1014” high, 


514” wide, 1214,” deep. Packed 12 to carton. 
Retails at $1.35 $13.50 perdoz. $145.80 per gross. 


All prices higher west of Rockies and in Canada 


AMBERG FILE & INDEX CO. 
602 Duane Blvd. Kankakee, Ill. 
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KISCO CIRCULAIR, The Original Floor Model Air 
Circulator will increase the Comfort and improve the 
Efficiency of your entire office force. 


CIRCULAIR picks up the Cool, floor-level air and cir- 
culates it evenly throughout the office. It not only pro- 
vides Cool Comfort but dissipates smoke palls and stale 
air, maintaining a Fresh Invigorating Atmosphere. 


Here are a few reasons why KISCO CIRCULAIR is 
recognized as The “Successor to the Fan”: 


EFFICIENT — Complete roomwide circulation, 
yet no drafts or blasts to disturb papers. 


QUIET—No distracting buzzing or vibration to 
interfere with dictation or conferences. 


VERSATILE—Cool Comfort in Summer—Dissi- 
pates smoke palls, recirculates Warm air in 
Winter. 


BEAUTIFUL — Attractive styling and eye-ap- 
pealing finishes combine beauty with comfort. 


RUGGED — All-steel 
trouble-free service. 


construction for 


long, 


KH EHX 


a 
Alneprey 
“eeu LAIR 
os The ~ Successor to the Fan” 


Reg. No. 395746 


KISCO COMPANY, INC. 
39TH & CHOUTEAU ST. LOUIS 10, MO. 
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. - , ; } 
with position and backing, he is largely on his own 


and dependent on the cooperation of others. |, | 
calls for tactful, forceful leadership above the or. | 
dinary in office relationships, and you must urge 
him to keep this in the forefront of his thinking. 

From the analyst’s point of view, he should de. 
velop his attitude in these terms: if this function 
were his own personal business, how should he 
handle activities to get and keep clients? The doc. 
tor is not the only adviser that must“develop a bed- 
side manner, and nothing succeeds like a sound 
tradition of working together. Many contacts, 
each important in itself, finally develop a reputa- 
tion. = Lenya 

Your analyst comes to the office with specia] 
techniques for the job. Everyone else is too busy 
in the day-to-day operations of the job; so your 
analyst gathers the facts and puts them together 
to make sense. In our procedure world as in the 
world at large, we are in a period of restlessness, 
rebound, and transition. At such times one can 
say with Bertrand Russell, “The trouble with the 
world is that the stupid are so cocksure and the in- 
telligent full of doubt.” The one way out appears 
to be to find all the facts before decision. The in- 
telligence with which management handles these 
facts in realistic fashion will determine our prog- 
ress. 


First of two articles. The second will appear ik . 


the May issue. 


California Managers Confer 
An enthusiastic conference of the Northern Californi:| 
chapters of the National Office Management Association wa 
held March 9th at the Claremont Hotel, Berkeley, Calif. The 
Northern California cities comprising this chapter are Sa 
Francisco, Oakland, Sacramento, and San Jose with a com: 
bined membership of about 185. A representation of ap: 
proximately 100 attended the Conference. 
Registration of members started at 11:30 A.M. The key: 
note address which followed shortly after luncheon wa 
given by Dr. E. G. Blackstone, Professor of Business Edu 
cation, University of Southern California. 

The Panel discussion followed, the theme of which wa 
“For the Office of Tomorrow,” Dr. Earl W. Atkinson, Chair 
man, San Jose Chapter, opened the discussion with a tal 
“The Human Element in the Office—Personnel.” 

Panel talks that followed included “Building Up the Offic 
Force” by Miss Helen Watson, Office Manager, Industrial 0 
fice, Calif. State Empl. Service, Oakland Chapter; “Personn¢ 
Control Functions,” A. W. Schaefer. Personnel Manager, Ip 
dustrial Indemnity Exchange, San Francisco Chapter; “Me 


rale Building Activities,” Lee Blas, Office, Credit, and Persor 
nel Manager, Dallman Supply Co., Sacramento Chapter; a 
“Summary and Questions,” Dr. Earl W. Atkinson, Dea 
School of Business, San Jose State College, San Jose Chapte 

The closing speaker was Frederick Elstob, comptrolle 
Marchant Calculating Machine Co., Emeryville, his subjé 
was “Office Management—the Comptroller’s Point of View 

Presidents of the four Northern California chapters 4 
F. G. Macilroy, San Francisco; R. T. Cronk, Sacramens 
K. L. Boosey, San Jose; K. C. Aitken, Oakland. The 
Director is F. G. Macilroy. 
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| How to earn the boss’ praise... 


| si "BE SURE YOUR PACKAGES, SAYS TEX A LETTER TO YOUR BOSS IS TORN ? 


rether "ARE SEALED UP SAFE ANDO TIGHT. YOU THINK THAT YOU'RE ‘IN DUTCH”? 
in the AN INCH OR TWO OF TEXCEL TAPE WELL, MEND IT QUICK WITH TEXCEL TAPE 
sness, WILL REALLY FIX THEM RIGHT /” THAT STICKS WITH JUST A TOUCH. 

ne can 
ith the 
the in- 
ppears 
The in- 
s these 
r prog- 


one 7 


Californi:t es 
ation wai , ‘ a 

outs ITS GRAND FOR EDGING SAMPLE BOOKS 
dyin ANO KEEPING THEM IN SHAPE. 


on of ap AND FOR A CHART THATS NEAT AND SMART, 
USE COLORED TEXCEL TAPE. 


YES, YOU AND TEXCEL BOTH WILL EARN 
THE BOSS WARMEST PRAISE. 
SO STICK WITH TEXCEL FROM NOW ON 


\ oe FINO IT REALLY PAYS / 
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CELLOPHANE TAPE 3% 
STICKS WITH A TOUCH : 
of View “TEXCEL“ REG U.S, PAT OFF, 


apters INDUSTRIAL TAPE CORPORATION - NEW BRUNSWICK, N. J. 
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JUNIOR FILING 
» SYSTEMS 


16 in. Deep 


S0O0L — Two letter size drawers, on Sanitary base. 
Equipped with plastic hardware and label holder. 


16” deep — total height 3014”. 


S001-L — Two letter size drawers, on Sanitary base. 
Equipped with plastic hardware and individual lock 
on each drawer. 16” deep — total height 3014”. 


S001-C — Two legal size drawers, on Sanitary base. 
Equipped with plastic hardware. 16” deep — total height 
3014”. 


5001-CL — Two legal size drawers each with individual 
lock, on Sanitary base. Equipped with plastic hardware. 
16” deep — total height 3014”. 


2 ‘ . . - 
5002 — Combination of one letter size drawer and one 


storage compartment, on Sanitary base. Equipped with 
plastic hardware. 16” deep — total height 3014”. 


5002-L — Combination of one letter size drawer and 
one storage compartment each with individual lock, on 
Sanitary base. Equipped with plastic hardware. 16” 
deep — total height 3014”. 


MADE IN 7 “0424 


68 
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5000 — Single letter size drawer, equipped with plastic ¢,73: 


hardware. 16” deep (Not illustrated). 
‘OO0-L. — Single letter size drawer with lock, equipped| 9644 
with plastic hardware. 16” deep (Not illustrated). 
>U0G — Two letter size drawers (3001) plus one 4x6 with 
(F3462) card cabinet. 16” deep — total height 3614”), . 


3006 I 


— Two letter size drawers (3001L), plus one 7” 
4 x 6 (F3462) card cabinet. Equipped with locks. 16’ °°? 
deep — total height 3614”. App. 


008 — Two legal size drawers (3001C), plus one 5x8B p34 
(F3582) card cabinet on top. 16” deep, (Not illustrated). iin 


— Two legal size drawers (3001C), plus one) 
5 x 8 (F3852) card cabinet on top. Equipped with locks P34 
16” deep, (Not illustrated). pase, 


1609 — Two door storage cabinet, equipped with lock fp. ¢¢ 


24” wide — 16” deep — 3614” high. pp. ; 


GREY LUSTRE-LITE FINISH 


pert Szeel Sates Corp. 300 EAST 145TH STREET + NEW YORK 51,N.) 
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16 in. Deep 


362 in. High 


CARD FILING 
pg LEIEINS | 


h plastic',°3352 — Six 3 x 5 double drawer card cabinets on 
base. Capacity 19200 cards. 16” deep — total height 
equipped | 5612". 
ed). 


#F3352L — Six 3 x 5 double drawer card cabinets each 
ne 4X) with lock on base. Capacity 19200 cards. 16” deep. Total 
t 36%" height 3614”. 

plus onep ' 

ocks. 168 892 — Double drawer 3 x 5 card cabinet. Houses 
app. 3200 cards. 16” deep. *"' ‘1h STRAT 


bne 5x8 


F3462 — Five 4 x 6 double drawer card cabinets on 
strated).}, 


base. Capacity 16100 cards. 16” deep. Total height 3614”. 

Jus one 

th locks. F3462L _ Five 4 x 6 double drawer card cabinets on 
base. Capacity 16100 cards. 16” deep. Total height 3614”. 

ith lock Bete Double drawer 4 x 6 card cabinet. Capacity 

PP: S200 cards. 167 Gee Baiiannity tor sdditionst, botla 


tF3582 — Four 5 x 8 double drawer card cabinets on 
base. Capacity 12800 cards. 16” deep. Total height 3614”. 


$F3582L — Four 5 x 8 double drawer card cabinets 
with locks on base. Capacity 12800 cards. 16” deep. 
Total height 3614”. 


F3582 — Double drawer 5 x 8 card cabinet. Capacity 
app. 3200 cards. 16” deep. «Nor 


tF3692 — Four 6 x 9 double drawer card cabinets on 
base. Capacity 12800 cards. 16” deep. Total height 3614”. 


t£3692L ~— Four 6 x 9 double drawer card cabinets 
with lock. Capacity 12800 cards. 16” deep. Total height 
3614”. 


F3692 ~— Double drawer 6 x 9 card cabinet. Capacity 
app. 3200 cards. 16” deep. °F 84 : USTKATED 


idval Ta sdiditional be 


ALSO AVAILABLE IN STANDARD OLIVE GREEN 


NY +t Steel Sales (Zorfe. 300 EAST 145TH STREET » NEW YORK 51,N. ¥. 


Pri], 1948 


OFFICE MANAGEMENT AND EQUIPMENT 


f. 9 “ it a <_< 3 1 
Steelman |) ie 
a eS TNE PRA!) Oo TO Ses 8 ee) : ee 
; — - cm ee Eien - — ‘ 
: = i, be] — i——— , 
eS 2S | ; 
= = ee » | 
| ios eh < _ Be of : 
| mn “ | ——— = S| Pe = | 
4F3582 oe eS 4 5 
| # j >. Sj 
/ 
SS 
) 
a a a 69 


7 


Amazing New 


REPEAT-O-PAK 


Loads 6 Times More 
Carbon Paper On ANY 
Continuous Forms Machine 


Prove It Yourself. * Send Coupon Now 
For Free Trial Supply! 


@ Loads more than a week’s 
supply of carbon on your 
equipment—in less than four 
minutes! 


@ Gives greater accuracy— 
automatically aligns each 
carbon sheet. Cleaner, too— 
no time-outs for smudge- 
removing. 


@ REPEAT -O-PAK now 
available in all sizes and 
styles to fit any type of con- 
tinuous forms installation. 


@ Many users report more 
than 7,000 forms from one 
loading—while saving 75% 


of the carbon waste! 


Test REPEAT-O-PAK under your actual working 
conditions. No obligation—just fill out coupon and 
mail today for Trial Supply. 


* Satisfied users include: Pennsylvania R.R., 
General Electric, Chrysler Corp., Republic 
Steel, Swift & Co., Standard Oil. 


STANDARD MANIFOLD COMPANY 
162 N. Franklin St., Chicago 6, Illinois 


Please furnish us with a Trial Supply of REPEAT-O-PAK. 


We use a machine and | am 
enclosing a typed-on sample of our continuous form so you 
can provide complete and exact information. 


My Name Title 


Company 


Street 


State 


City Zone 
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THE LITTLE THINGS | 


(From page 22) 
A supervisor, taking over a department jp 
which morale was low, found herself at a logs to 
account for it. A comparison of the workers’) 
wages showed them to be slightly above prevailing| 
wages in the area. The equipment was superior? 
to that seen in most offices. Lighting was good 
and the room itself was air-conditioned and sound. 
proofed. The management had spared no expense 
to make the workers comfortable and happy. Yet 
there was an indefinable irritation and impa- 
tience about the workers which kept the atmos. 
phere charged with friction. 
After days of study failed to yield an answer 
the new supervisor temporarily abandoned the 
search, to devote herself to putting in systems sh 
had found effective. Being an orderly person 
with an urgent sense of the importance of time 
one of her first improvements was a method o: 
keeping the supply cabinets automatically checkec 
to insure adequate stock on hand at all times. 
Also, she impressed upon her assistants the im 
portance of giving employees immediate answer: 
to their questions. “This is a pressure depart 
ment,” she explained. “Our work tempo is vita | 
to our efficiency and we must not let it be slowec 
down or halted by unnecessary delays. Nothing is 
too unimportant to be handled immediately if if 
means holding up the workers or the work.” 


Morale Improves 

Busy days followed, and the supervisor forgo 
the problem of morale until months later, whe: 
her assistant mentioned the marked improvemen 
in the spirit of the workers. Still seeking a def 
inite reason for the earlier condition, she wa 
given a clue to it by a chance remark of one 0 
the employees. Chating casually with one of th 
girls during a rest period, the employee said t 
her, “Things have certainly changed, Miss Hiltor , 
since you came here. The girls and I were saying 
just the other day, ‘What a difference!’ ” 

When the supervisor, interested, asked her i 
what way they had changed, the girl was though} , 
ful for a moment, replying slowly, as though n¢ 
quite sure how to explain it. “Well,” she sald 
“things seem to run smoother somehow, and ther Its 
aren’t so many little things to upset one.” 

A tiny frown creased her brow as she gropef 
for words. “You'll probably think I’m just afusf jj, 
budget, but you know, when you have a pile ¢ 
work ahead of you or somebody dumps a rush ¢ % 
your desk and says, ‘Mr. Jones wants this Mg? 
away; he has an appointment with the custome 


na 

—it’s awfully aggravating to be held up by 80% . 

little thing like having to stop and change y° 
(Turn to page 74) * Reg 
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ipen " “... and you'll point with pleasure, 

ape when you sharpen a TURQUOISE. Its long-seasoned cedar shaft 

pets cuts like butter. Its super bonded lead is firmly welded to the wood. 

ee be ‘ And its *Electronic graphite’ is so finely ground and highly compressed 
dev: - that it readily takes a long-tapered point on the sandpaper block. 


ici} “TURQUOISE ac 


ae \ dae atier iste: Sia dee 10¢ EACH ... less in quantities. 

she said Its grading is uniformly accurate. 

nd therh Its point stands_up when you bear down. Ml ‘CHE MI- SF ALED “ 
gropé Its lead is smooth as smooth can be: And its = maienaiin 

stafush lines are so opaque they ‘sepgntiges perfectly. 

pile « : 

rush 4 Make a feocnl of trying TURQUOISE. ‘ TURQUOISE 
pet Write Ernest Eagle for a free sample, - * "he. +t 

vor gee naming this magazine, your dealer, DRAWING PENCILS AND LEADS 
ee yo and the grade you want. EAGLE PENCIL COMPANY, 703 E. 13th St., New York 9, N. Y. 


*Ree US Pat Of 


pril, '"F April, 1948 


Eagle Pencil Company of Canada, Ltd., Toronto 
OFFICE MANAGEMENT AND EQUIPMENT 71 
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50% to 75% SAVINGS 


in binding costs are possible with 


ACCOPRESS BINDERS 


Tell your customers! 


ACCOPRESS BINDERS of genuine Pressboard pro- 
vide an economical binding medium for all records 
transferred from active office binders and counter 
registers. Normal capacities utilized in these 
ACCOPRESS Binders are from 1” to 3”, but ACCO 
Fasteners with 4”, 5”, or 6” capacities are available 
when desired, at no increase in price. 


Accopress Binders can effect such ACCO Fasteners in eight standard sizes 
considerable saving. See that at your to match loose leaf punchings are avail- 


Capacities up to Sizes 4 x 6 
2000 Sheets to 36 x 40 


local stationery store, or write us direct. (0) able in ACCOPRESS Binders. 


Bind these Records Economically in ACCOPRESS Binders 


O-ders — Invoices — Vouchers — Sales Slips — Delivery Slips — Inventories — Requisitions 


Receipts — Counter Register Forms — Sales Data — Accountants’ Forms — Specifications 


ACCO PRODUCTS. INC. 


OGDENSBURG NEW YORK 


72 
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desk 


It's time for business to stand up and cheer 
because at last a really new and practical clerical 
desk has arrived. The FLOW DESK* is destined 
to set the style tempo for commercial desks for 
years to come. Remember . . . only Indiana 
Desk Co. offers all these features. 


@'SOFT TONE FINISH—sponsored by W.O.F.I. 
© Set Back base with diagonal skids 

All rounded edges 

Smartly styled wood pulls 


Lock on upper right hand drawer 
29" height 


* Designed by Henry P. Glass—Industrial Stylist. 
Investigate —Ride the Crest with the Flow Desk 


JASPER, INDIANA >= 
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INCREASE 
YOUR OFFICE 
EFFICIENCY 
BY USING 
NATIONAL 


NATIONAL GIVES 
REAL SERVICE AND 
COOPERATION 


t US C ~ 


We Shall 
Be Pleased 
to quote 
you 


NATIONAL PENCIL COMPANY 


220 FIFTH AVE. - NEW YORK N Y © SHELBYVILLE TENN 
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(From page 70) 


typewriter ribbon because the reversing mechan. 
ism on the machine wasn’t repaired the day before 
and the continued typing in one spot has eaten 
holes in the ribbon. 

“Or, little things like having to take a half. 
finished letter out of your machine and start an- 


other job simply because the supervisor is too ' f 
busy to call up the dictator right then for some im 


information you need to finish the letter. 


“Or to have to go upstairs to the stock room to F V 
get some special paper because someone took the i 


last batch out of the cabinet and didn’t refill it, 
Or having to work for a couple of days in semi- 
darkness because the assistant supervisor was too 
busy to report a burned-out bulb. 


“Little things like that! They sound silly when 
you mention them, but they sure do give you the 
screaming-meemies sometimes. It wouldn’t be 
so bad if things like that happened just once or 
twice a day, but a succession of them all day long, 
day in and day out, gets to be more than you can 
stand. 


Everything Goes Wrong 


“T’ll never forget the day I had hysterics over 
something pretty stupid,” she said laughing. “The 
boy who shaves the cylinders never seemed to col- 
lect them on any kind of a schedule. When the 
bottom drawer of my desk—where we are sup- 
posed to keep the finished cylinders for him to col- 
lect—got so filled up I couldn’t jam any more into 
it, I used to put the finished cylinders on top of my 
desk, to one side, hoping and praying they 
wouldn’t get mixed in with the new cylinders— 
the ones waiting to be transcribed. 

“Well, on this particular day, everything seemed 
to go wrong. I was trying to finish some work so 
I could start on a rush job that had to be com- 
pleted before 4:00. When I finally got the work 
out of the way and pitched in on the rush with 
just enough time to make it, I realized—about 
half way through the cylinder—that I was doing 
some work I had done earlier in the day. I was 
transcribing from a cylinder that was ready to 
be shaved and had gotten mixed in with the un- 
completed ones. Well, I really blew my top. I 
guess I let go with some pretty choice language. 
I’ve been ashamed of the incident ever since, but 
I was so mad I practically had hydrophobia.” 

She ended ruefully, laughing at herself, “I guess 
I was certainly out of order that day.” 

“And I’m probably more out of order now by 
saying that it really did rile me and the cther girls 
the way the management expected us to get the 
work out on time but never did anything to keep 
the ‘gear’ oiled so we could. If the management 

(Turn to page 78) 
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a CLOSE SLIDE 


Above are shown the three instant 
steps in loading the Model 5L. 


New Improved Hotchkiss 5L Stapler 


Che World’s Easiest Loading Stapler E 


Sensational simplified loading, easy stapling action and lifetime durability make 
the model 5L the ideal stapler for any i It keeps related papers together and 
is a favorite because it causes less fatigue. D 
Mr. Staple Buyer . . . try it yourself . . . see how it loads in three instant steps...) 
no need to pick it up and take it apart. Load it with razor-keen genuine Hocthkiss 
chisel-pointed staples and see how easily it fastens papers. You'll agree that nothing F sc 
finer has ever been offered. 


- Tl 
Kuilt Co Serve Jor Years Sturdy, die cast base and hard- | & 
ened steel working parts. Large comfortable knob. Rubber feet prevent slipping : 
and scratching. Steel housing keeps out dust and dirt. Temporary or permanent a 
clinch. Loads 210 standard staples with %2“ crown and %4“ base. Finished in black - 
crackle lacquer and nickel. Double inspected and tested and individually wrapped gr 
and boxed with complete instructions and guarantee. sc 


THIS BOX IDENTIFIES GENUINE HOTCHKISS CHISEL-POINTED STAPLES © re 


R' 


FOR IMPROVED 
STAPLER PERFORMANCE 


always use genuine Hotchkiss staples. 
They improve the operation of any 
stapier they are made to serve. 


WRITE FOR COMPLETE INFORMATION TO: 


THE EH. MOLCUGEIS COMPANY 


NORWALK, CONNECTICUT 


**Pioneers tin all that’s best in stapting’’ 
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At Browne-Morse Research Laboratory, a test was de- 
vised to learn just exactly how much our famous File 
would “take” without “falling down on the job.” Therefore, 
one of the regular stock Files was chosen at random and 
a 66-lb. load placed in one drawer. Then the file was 
placed on the “Testing-Machine” and set into action. 


DRAWER OPENED AND CLOSED 50,000 TIMES 
During average office use, a drawer is opened and closed 
approximately 10 times per day. Therefore, test was 
equal to 5,000 work days or over 19 years of continuous 
service. Because the drawer still operated smoothly, the 
test is being continued. 


The major reasons why Browne-Morse Files operate so 
effectively (not only in tests with one file . . . but every 
file we build for you) is design and quality materials. 
Drawers slide smoothly on newly designed channels and 
extension slides equipped with eight heavy-duty, extra- 
wide rollers and two Floating Rollers, which provide 
| greater bearing surface. This eliminates possibility of 
_ scored channels. The technically perfect combination of 
rollers insures smooth drawer action . . . free from bind- 
ing Solid, one-piece slide is constructed from the finest 
quality material. Years of proven and tested efficiency, 
plus economy, make the Browne-Morse Files the “Best 
Buy of the Year”! 


SEND FOR STEEL 
Architects of Efficiency Browne-Morse FILES 
for America’s Office FILE FACTS 


108 2810a8 vevmiy;, 
Scatshaiias 


Get the quick facts on 

f O W n e i O f x e Browne-Morse Steel Files — 
write for Bulletin 5000. Lists features 
and specifications plus a complete table 


MUSKEGON MICHIGAN of sizes. 


1 
1 
| 
t 
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. . TASSURES 
: YOU — INCREASED 
‘ SERVICE AND VALUE 


2 CARBON PAPERS: 


~ TYPEWRITER CARBON BILLING CARBONS — 
__ FAN-FOLD CARBON PENCIL CARBONS © 
a CARBON JACKETS REGISTER RO 


INKED RIBBONS” 


TYPEWRITER RIBBONS TABULATING RIBBONS — 
Addressograph RIBBONS TIME STAMP RIBBONS 
Bookkeeping Mach. Ribbons ADDING Mach. RIBBONS: 


HECTOGRAPH _SUPPLIES 


HECTOGRAPH CARBONS MASTER UNITS 
HECTOGRAPH RIBBONS” DUPLICATING FLUID — 


529 So. Franklin St. 401 Wood St. 270 Lafayette St. 
Chicago 7, II, 


Factory: Coraopolis, Pa. 


_ Pittsburgh 22, Pa. New York 12, N.Y. 
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(From page 74) 


expected us to run an obstacle race, why didn’t * 
they say so? 

“T don’t know whether vou get what I mean, 
but as far as you are concerned everything is 
swell now.” 

The supervisor had learned a valuable secret: 
that prompt handling of minor things is a vital in- 
gredient of morale. An efficient worker develops 
a work tempo and anything disturbing or halting 
that tempo irritates and frustrates him. 


“For want of a nail... the battle was lost." 
A small mid-western manufacturer, impressed 
by the production obtained by a competitor friend 
of his who used a punch press of special design, 
ordered one for his own shop. Trial of the new 
machine brought gratifying results in production 
and after a couple of days the manufacturer com- 
plimented himself on his purchase. . 
Before the end of the week, however, the girl 
assigned to the press began to complain of a back- 
ache. 
At first the foreman paid little attention to her, 
believing that it was just her imagination. Not 
until she began taking extended “rests” did he 
decide to take any action. 
A new girl was assigned to the machine, one 
who appeared to be strong and in good health, and 
the work went forward once more at an accel- 
erated pace. This seemed to be the solution and 
things went along smoothly without further inci- 
dent for several days. On the fifth day, however, 
the second girl began to complain of her back also 
and asked to be taken off the press. Thoroughly 
on the alert now, the foreman assigned still a 
third girl to the work. 


Added Complaints 
When the third, and finally even a fourth, girl 
made similar complaints, the foreman took the 
matter to the employer. 
Under ordinary circumstances the manufac- 
turer might have resolved the problem sensibly 
and humanely, but his shop had recently been™ Stee 
unionized in spite of vigorous efforts on his part 
to prevent it and the experience left him unusually 
sensitive, in fact, suspicious of employee motives. are 
He persuaded himself that it was a union plot tof an ¢ 
discourage the use of labor saving equipment and filing 
told the foreman not to approve any more trans- 
fers. If they wanted a show-down he was ready 
for it! 
This left the last girl assigned to the machine in 
a situation which her outspoken fellow-workers 
characterized as, “condemned to the rack,” and 
she appealed to the union steward for help. The 
steward, after listening to her story and compar 
ing it with those of the other girls, made a forma 
(Turn to page 82) 
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It pays to buy QU/AL/7TY 
that’s why Steel Age - the nod 


~ 


"Steel " FILES GIVE YOU: 
ew ,_ eather Touch Drawer Attion 


Full progressive, ball bearing suspension assures 
effortless operation of drawers. 


Steel Age files are built to last, to stand up to 
day-after-day use without losing the sturdi- 
ness and operating efficiency built into each 
one. Drawers open effortlessly, compressors 
are positive locking. The Steel Age 8A Line is 
an outstanding contribution to modern office 


filing. It’s a line you'll own with pride and 
tonfidence! 


a Positive Locking Compressor 


Side locking compressor in each drawer locks 
positively. 


This label is on every 


genuine Sidee/ Age file = 4 A | 
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STOP 


that paper waste! 


There’s no need to waste good paper by 
trying to space letters neatly the “trial and 
error” way! Just supply your secretaries 
with Webster’s Micrometric—the carbon 
paper with the numbered scale. It will show 
them proper spacing at a glance. They'll 
type even, neat pages on the first try. 


Yet Micrometric costs no more than any 
other quality carbon paper. 


There’s no need to wait for delivery 
of Micrometric — or any other W’ebster 


product. There are Webster factory ware- 
houses in key cities from coast to coast, and 
over 1500 Webster dealers to serve you. 
That’s a good thing to remember the next 
time you want carbon papers and type- 
writer ribbons; duplicating carbon papers 
and accessories; carbon paper ribbons for 
photo-offset work; ribbons and carbons for 
Elliott-Fisher, Addressing, Adding and 
International Business Machines. Ask your 
dealer, or write to F. S. Webster Company, 
9 Amherst Street, Cambridge 42, Mass. 


Better buy... 


WEBSTER’S 


Micrometric Carbon Papers and Typewriter Ribbons 


Warehouses in: New York, Philadelphia, Pittsburgh, Detroit, Chicago, San Francisco, Cambridge 
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52 
THE BIG NAME IN FILING EQUIPMENT 
50 
49 
an @ EXCLUSIVE 
a7 he Concealed Safe Unit is a patented feo- 
oe ture available only to Invincible users 
46 because only the INVINCIBLE line of 
metal filing cabinets has it! It offers 
45 security for your valuables and confiden- 
aa 4 3 tial papers in your home or office. 
— TT) Concealed Safe Units are available in 
43 Cc the 2, 3 and 4-drawer filing cabinets. 
42 R 
410 
40 : 
39 1 
38 R 
71 
C 


i iP ns 


Invincible Filing Cabinets 


You have a choice of four beautiful finishes: olive drawer size. All fittings are metal. Cradle-type 


green, grained walnut, grained mahogany and the _— drawer suspension gives you super-strength for max- 
new Modernaire gray. 


imum drawer load. See your Invincible dealer or 
All filing cabinets available in either letter or cap _— write Invincible Metal Furniture Co., Manitowoc, Wis. 


1 
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LETTERING GUIDES 


Only C-Thru modern engineering serpy 

methods turned the trick. So simple $900 
to use that an amateur can operate 

these rigid, yet pliable transparent fora set of 
plastic guides on sight. Complete 5 Guides 


alphabet, signs and numbers on each guide.* 
Sizes 1/8”, 3/16”, 1/4”, 5/16”, 3/8", 1/2". 


Packed in handsome gold colored box. 


Made of sturdier plastic. el 
on working surfaces eliminate 


ADJUSTABLE TRIANGLES 
8” size of .sturdy, clear no 
inflammable plastic. No pro- 
truding rivets or sharp points. 


A complete line of other quality 
drawing, ruling and computing devices. 


SEND FOR FREE CATALOG 
RULERS » TRIANGLES - WAVIGATIONAL INSTRUMENTS STENCILS - PROTRACTORS - OTHER DEVICES 
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(From page 78) 


issue of it with the employer, demanding relief for 
the last girl without penalty of discharge. 

By this time the entire shop was watching, and 
when the employer, approached by the steward, 
continued adamant, the shop went on strike, 
From the standpoint of the employer, there was 
justification for his belief. His competitor friend i 
had used the press in his shop for five years with- 
out complaint; his friend’s machine was geared to 
an even higher speed than his own, which should 
have proved a stronger basis for complaint, yet 
there had been none from his friend’s employees, 
Convinced cf the justice of his pcsiticn, the 
employer of the striking employees held his 
ground and allowed the issue to come before tha 
Mediation Board where he stated his case confiJ 
dently. 

The mediator examined the arguments on both 
sides. The dispute by this time had reached thé 
unreasonable stage, with both sides moved to fury 
at the slightest remark of the other. Long buried 
grievances came to the surface. Name calling/il 
charges of double-dealing, “speed-up,” and sabodimm 
tage flew back and forth, and several hours were 
consumed before the mediator could get at the 
original cause of the strike. : 


Baffling 
His talks with the girls, however, convinced 
him that they were telling the truth about thei 
experience with the machine. On the other hand 
in spite of his belief in their sincerity, he wag 
baffled by the fact that the same machine in an 
other shop produced different and happier results 
The employer offered to take him to his friend’ 
shop and to his own so that he could compare ant 
see for himself that the machines were identical 
Rather than take the time to visit the shops, th 
mediator suggested instead that the foreman de 
scribe the machine and have the girls demon 
strate—in the conference room—how they werl™ 
operated. Each girl was asked to go through thi 
motions of running the press, gathering the wor 
together, punching it in the press, and stacking if 
The mediator watched the demonstrations carg 
fully and began to notice that in picking up oneq 
the pieces that went into the assembled unit tot 
punched, the girl twisted around to the left to 
point at right angles with her punching positio 
then, after punching, twisted the same distance 
the right to stack the completed unit. When 
asked the employer why the gir] did this, the e 
ployer was unable to answer and referred tf 
question to the foreman. 
The foreman said, “Well, there is no place 
the machine to put the pieces to be punched, sq 
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i | 1125 filing drawers 
with PENDAFLEX in 
: every drawer 
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Ne “LOOK-UP TIME CUT IN HALF 
-_ BY P ENDAFLEX!” says National Credit Office 


It takes half the time, now that they have installed 
Pendaflex, for National Credit to look up informa- 
tion on 60,000 concerns. Yes, filing time has been 
cut in half — and misfiling is virtually eliminated! 
So efficient is their Pendaflex filing system, that 6 
phone clerks actually relay information while the 
customer waits! 


Your office, too, can cut filing time in 
half and eliminate misfiling with 
Pendaflex — whether in one drawer or 
hundreds! Y our dealer will install one 
trial drawer of Pendaflex hanging 
folders on a" guaranteed to perform” 
basis, or money back! Call him today, 
or send coupon for full details! 


Oxford Pendaflex’ 


= hanging folders 
*Trade Mark Reg. U.S. Pat. Off. 


340 Morgan Avenue, Brooklyn 6, N. Y. 
Please send your catalog on Pendaflex 
iling, and name of nearby dealer. 


Pp 


No new cabinets: sim- 
ple frame fits in your 
letter or legal filing 
drawers; folders hang 
on frame! 


April, 194 
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OFFICE MANAGEMENT 

and EQUIPMENT 
a 


A Parade of the Newest 
in Office Equipment 
and Supplies 


EVERYBODY LOVES A PARADE! 


Treasurers, controllers, office managers and pur- 


chasing agents, of the nation’s greatest commercial 
and industrial organizations, revel in a parade, when 
it features office equipment, machines and supplies! 
For the equipping and management of these big 
offices are the responsibilities of these top office 


executives. 


Naturally they want to know all that is to be 
learned concerning everything that will make their 
offices operate more efficiently and more eco- 


nomically. 


So far this year, several hundred advertisers of 


office equipment machines and supplies, have pa- 
raded their products to top office executives through 
the advertising pages of this magazine. By devotion 
to office management executives’ interests, Office 
Management and Equipment has become their close 
ally and advisor—‘the office executive's own 
magazine.” 


Manufacturers of office equipment and supplies who 
have not yet proved this magazine’s power in the 
field, are invited to use its advertising pages. Re- 
member, Office Management and Equipment is the 
only specialized magazine edited exclusively for and 


circulated to these top office executives. 


Write for further information. 
Ask for details regarding the O. M. E. August Purchasing Guide Issue. 


OFFICE MANAGEMENT 
and EQUIPMENT 


THE OFFICE EXECUTIVE’S OWN MAGAZINE 


260 FIFTH AVENUE 


NEW YORK 1, N.Y. 
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- IT ABSORBS SHOCK 
- IT DEADENS NOISE 
- IT DOES NOT SLIDE 


Kil-Klatter absorbs shock . . . stenographers 
leave the office without that worn-out feeling. 
It’s easier to type because KIL-KLATTER 
cushions the jar and deadens the noise. 


$400 at your sTATIONER’S OR 
OFFICE SUPPLY DEALER 


AMERICAN HAIR & FELT COMPANY 
MERCHANDISE MART, CHICAGO 54, ILLINOIS 


~ RUL-KIATIER 


-THE SCIENTIFIC TYPEWRITER PAD 
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(From page 82) 


and put one on each side of the machine. The ; 


machine is in a kind of corner, though. and yoy | 


can’t get the tables any closer than that. After 
all, we’ve got to have some place to lay the stuff.” 
he ended defensively. 

The mediator asked if it wouldn’t be possible 
to build shelves on either side of the machine on a 
level with the punching surtace to form a straight 
line assembly arrangement. The foreman 
scratched his head and said, “Sure, I guess it 
could be done. I just didn’t think of it.” 

By this time it had begun to dawn on everyone, 
including the foreman and the manufacturer, that 
the twisting motions of the girls in operating the 
press, combined with the heavy foot pressure, had 
been the cause of their back-aches. The conference 
quickly adjourned to the shop where the foreman, 


; 


union steward, and employer all pitched in on the 
problem of designing a shelf arrangement that, 
would eliminate unnecessary motions. 


Solution Found 


The striking workers went back to work, glad} 


that the problem was on the way to a solution. The 
employer and the foreman, even the union stew- 
ard, went about their duties for several days em- 


barrassed and feeling a little foolish that any-| 


thing so obvious had to be pointed out to them. 

Labor relations in the shcp are better now than 
they have been for many years. The employer has 
lost his unfortunate suspicion and the union stew- 
ard and employees are more reasonable in their 
attitude. Grievances are talked over amicably 
and dispassionately and settled quickly. 

Perhaps the signs have something to do with it 
Placed strategically about the floor, where the 
can be seen from almost any position, they ar 
mute sentinels reminding employer and employed 
alike of a hard-earned lesson. They read simply 
“Get the Facts.” 


Appointed Sales Representative 
Howard J. Smith has been appointed Chicago sale? 
representative of TelAutograph Corp., 16 West 61st St., Nev 
York. 
For the past two years Mr. Smith represented American 
Corp., in their sales department in Chicago. Prior to ¢ 
months’ service with the Army Air Force, he was ass¢ 
ciated with the Chicago Title and Trust Company for te 
years. 


Controllers’ Congress 
The Controllers’ Congress of the National Retail Dr 

Goods Association, 100 West 31st St., New York, will ho! 
its 28th Annual Convention at the Edgewater Beach Hote 
Chicago, May 25th through 29th. 

Reservations should be made with C. T. Craddock, direct 
of sales, Edgewater Beach Hotel, Chicago. 

John J. Kavanagh is general manager of the Controle 
Congress. 
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Order the popular Weldon Roberts 
Eraser No. 1010 HEXO Cleaner NOW. 


See your local stationer. 


WELDON ROBERTS RUBBER COMPANY 


Spacious Comfortable-Posture Chair 


hy “Taylor 


that will pay generous dividends 


in increased efficiency 


This TAYLOR designed chair for general office use eliminates the 

need to leave the desk due to fatigue found in “old fashioned” 

chairs. Four adjustments control height, pitch, position of back 

and tension, in both relaxed and working comfort. Generous divi- 

dends in increased efficiency should result from this No. 484314 

TAYLOR CHAIR. Arm and side chairs are available to match. 
The TAYLOR line is complete. Full line of other TAY- 
LOR Comfortable-Posture Chairs for every office duty. 
Other lines in full range of models and pricing in All 
Wood Bank of England and Commercial Flat Back. Also 
Turned Leg and Modern Chairs. Upholstered Models. 
— finishes to match any new desk colors, wood or 
steel. 


THE TAYLOR CHAIR COMPANY 

Bedford, Ohio 

Please send to me, illustrated folder of Taylor Comfortable Chairs, prices 
and where | may obtain. 


eTaylor Chair Company 


April, | 


April, 1948 
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Our NEW +500 Desk 


brown. Shipped completely set up, one to a carton. 


LITTLE HERCULES rollaway FILE 


For Rapid 
Desk Side 
Filing 

The perfect answer to 
a handy reference file 


for Executives, secre- 
taries and file clerks. 


Examine These 
Features 


Beautiful design. 
Standard folders. 
Hanging folders. 
Guide rod. 

Sliding top. 

Follow block. 

Lock and key. 
Hammerloid finish. 
Gray or Green. 

All steel construction. 


IMMEDIATE DELIVERY F.0.B. OUR FACTORY 


WRITE US NOW 


SERVICE METAL FABRICATORS 
DORAN MANUFACTURING CO. 


FACTORY and GENERAL OFFICE 


| 2350 West 58th Street 
Chicago 36, Illinois 


1525 E. 53rd Street 
hicago 15, Illinois 
Rchester 3010 


PROspect 4421 


An all steel desk with a 42” top of hard tempered 
masonite or plywood, in a beautiful walnut grained 
finish. All the steel 34” plywood parts are rolled, includ- 
ing the drawers. Available in two heights—27” or 291/,”. 
Top dimensions are 18 x 36”. Finish in Walnut or school 
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INCORPORATED 


If if's WRITE- 
if's RIGHT! 


WRITE long-lasting carbon papers are guaran- 
teed to give more copies and cleaner carbons 
... save time and lessen the wear on your 
office staff. 


WRITE long-wearing tyewriter ribbons turn out 
the clean, crisp letters that are your introduc- 
tion to prospective customers . . . make the 
desired impression. 


WRITE Carbon Papers and Typewriter Ribbons 
are the products of long years of experience 
and technical skill . . . assure outstanding per- 
formance and unexcelled results. 


For superior results—use a superior product. 


WRITE Carbon Paper 
and 
Typewriter Ribbons 


Ask your dealer, or write us today for FREE 
samples and attractive prices. 


DR ee sat lik cahanieas aura oa eet aapend ee ata eamcaaee cans aoe 


it. -=— 


‘New York 17, N.Y. 


FACTORY: Bridgeport, Conn. 
April, | 


Apri 
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All Purpose MAILING EQUIPMENT 


All Purpose mailing equipment is 
built around the Hook-on Tray. This 
solid steel tray comes in four standard 
sizes and accepts almost any type of 
mail material. Letter-shops, printing 
offices, commercial institutions, govern- 
ment departments with well organized 
mailing r.xoms are saving money by 
using All Purpose Hook-on Trays to 
handle broadsides, bulletins, catalogs, 
envelopes of every known type, besides 
many other kinds of printed matter. 


To broaden the usefulness of Hook-on 
Trays, All Purpose builds a complete 
line of mailing room equipment speci- 
fically designed to accept the trays. 
Stationary and Whirling Racks, Desk 
Racks, Traveling Racks, Floor Racks, 
Single Whirling Rack Tables, and 
Double Whirling Rack Tables are all 
made expressly for use with Hook-on 
Trays. 


For overcoming space limitations 
where working area is limited by close 
wall clearance, the Desk Rack is used 
instead of the free-swinging Whirling 
Rack. Desk Racks can be applied to 
All Purpose Single or Double Tables 
without special adapting fixtures. They 
also can be attached to tables now in 
use in letter-shops and mailing rooms. 


Ask for All Purpose Catalog OM4 


All Purpose Metal Equipment Corp. 
262 Mill Street Rochester 4, New York 


April, 1948 
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#1200 is my number 
One you should know 

For I'm a fast mover 
And keep on the go. 


From factory to dealer 
From dealer to master 

| never pause long enough 
To cool off one caster. 


Guess it’s no secret 
For I’ve often been told 
Good valve fairly priced 
Makes customers stay SOLD. 


INTERESTED? 


Write us for the name 
of your Sturgis Pos- 
ture Chair Dealer. 


Price showa Is for 
Versilan Upholstery 


POSTURE CHAIR CO. 


<i 


_ Sturgis, Michigan 


4 
4 
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McBee Appoints 

E. R. Freed, Pacific Coast Division manager of the § 
McBee Co., Athens, Ohio, has announced from his head- 
quarters in Los Angeles the opening of a new office in Seat. 
tle. This is a part of the expansion plans of the Pacific Coast 
Division which covers 11 states. 


5 


Robert A. Stewart has been named to head the new dis. 
trict. Mr. Stewart was formerly assistant manager of the 


Cleveland territory. He started in the office equipment busi- 
4 


— 


Robert A. Stewart 


"4 


ness with Burroughs soon after graduating from Ohio State 
University. In 1942 Stewart joined the McBee Co. in Cleve- 
land and served in that territory until his recent appoint- 
ment. 

Other news of McBee is that P. H. Zenner has accepted 
the chairmanship of the office and equipment division of the}’ 
1948 Joint Campaign of the New York City Cancer Commit- 
tees, Thomas A. Morgan, chairman of the board of the Sperry} 
Corporation and chairman of the Commerce and Industry 
Division for the $1,750,000 Campaign, has announced. 


In announcing this appointment, Mr. Morgan stated that 
the five-boroughs’ appeal for funds will begin April 4, as 
part of the American Cancer Society’s nation-wide effort 
toward a $16,042,000 goal for cancer control. It will continue 
throughout the month, which has been designated by Presi- 
dent Truman and Congress as “Cancer Control Month.” 


eee 


Pitney-Bowes Appoints 
The Pitney-Bowes, Inc., Stamford, Conn., postage 
meter manufacturers, has announced several appointments) 
Lester Hamill has been appointed to the newly created posi 
of manager of sales administration. George B. Crissman i 
now manager of the Detroit sales and service branch. H 
succeeds E. C. Bogert, who has resigned. The final an- 
nouncement is that Wilfred C. Alexander, Jr., has 
made manager of the Kansas City sales and service branch 
He succeeds J. J. Connell who joins the company’s Chicag 
branch. 
Mr. Hamill joined Pitney-Bowes in 1935 as a salesman i 
New York. During the war he served in the ETO Signal 
Corps intelligence. He rejoined Pitney-Bowes at Stamford 
in February, 1946, as a member of the home office sales 
staff. He will direct acceptance of orders and contracts fo! 
standard equipment, sales records and statistics, and con} 
signment distribution. 


Mr. Crissman, who heads an expanded operation aimed 
extend the advantages of the metered mail service to medi 
um and smaller sized businesses in the Detroit area, ha 
managed the Pitney-Bowes Omaha branch for the past twg 
years. Other principal cities served by the Detroit branci 
include: Flint, Lansing, Pontiac, and Saginaw, Michigan. 

Mr. Alexander, who heads an expanded operation aimé 
to extend the advantages of the metered mail service 
medium and smaller sized businesses in the Kansas Cijj 
area, has been a member of the Pitney-Bowes sales ora 
ization in St. Louis for the past year. Other principal citi 


- served by the Kansas City branch include: Topeka am 22] 


Wichita, Kansas; Joplin, Springfield, and St. Josephs, Mo. 
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QUALITY \ \ PENCILS 
7 5% 


MICROFINE LEAD 


makes these the smoothest 
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| SAMPLE PACKAGE 


TREK 
DUPL ISTICKERS 


used when DUPLICATE 


f addressing is required 
bee os Oe es fe ew 


Duplistickers will simplify your Direct Mail 
addressing because you can make as many as 


eoperprsamcemmmnarem stern igs ay om 


© 4 duplicate addresses on a typewriter 
® 10 to 15 on a gelatin duplicating 


O machine 
writing pencils, easiest on the ¢ 50 or more on a liquid duplicating 
fingers, uniform forever and machine 
amazingly economical. , and all with just ONE TYPING 
: (\ Can you figure out how you can cut 
Ready-sharpened, in 5 popu- LY! your addressing costs any easier? 
lar grades . . . a marvel of e Order from your stationer, or if you 
Bs : wish, try ’em before you buy ‘em. 
writing efficiency, preferred Just clip and mail 
by business and scholastic coupon below. 
folk . . . because they con- . Regular package \ 
sistently give more for the O25 lchole—enty SOG 
money! MORE, that is. . - 
\ 
Also try the famous MV 
Ornene 
Indelible Water Color Pencils 
Indelible Copying Pencils 
Drawing Pencils 
. To: EUREKA SPECIALTY PRINTING COMPANY : 
H Stationery Division, Dept OE 1‘ 
Hexagon - .. Green with striped Mc _ ae, H 
= ' 
edges characteristic of OTHELLO... ; : Please send me a free sample package of Eureka ; 
. H Duplistickers. ' 
t t 
ee en if te fon ; Nome........... . 
Be. B Address... , 
: 
e % %S H a 
, Rhiak tibiorseneabyicigwebiaicdoun ond State... ' 
' : 
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When you want paper that will 
create a smart, lasting impression 

. When you want paper with 
snap and crackle — combined with 
fine typing and erasing qualities — 
just say to your stationer, “Give 


me Eagle-A.” 
c 


For letterheads, second sheets, 
onion skins; legal and testimony 
ruled, printed “copy” or manu- 
script covers — the highest quality 
is assured when you specify 
Eagle-A. Always look for this 
famous trade mark — symbol of 


highest quality standards. 


Write for samples. Address Dept. 2 


EAGLE-A. PAPERS 


| petition for business letter craftsmanship was announce 


' Insurance Co., Indianapolis, Ind.; Kirkland Bridge, Merchay 


| National Folding Box Co., Inc., New Haven, Conn.; 


Cordley Promotes Corby 


Fourth Ave., New York, announced that Robert M. Corby 
formerly service manager, was recently appointed eastern 
regional manager. 


Prior to joining Cordley, Mr. Corby. was a Naval Engineer. | 


Robert M. Corby 


ing Officer on minesweepers. He is a graduate engineer fron | 
Lafayette College. 

For over 59 years, Cordley & Hayes have been manufac. 
turing drinking water equipment. Their current completel; 
hermetically sealed models carry an unusual five-year war- 
ranty. 


Elected to CIA 
Harold J. Vos, controller of the R. C. Allen Busines; 
Machines, Inc., Grand Rapids, Mich., has been elected t 
membership in the Controllers Institute of America, One 
East 42nd St., New York. 
The top financial executives of 3,022 leading Americar 
companies in every branch of industry are members of the 
Institute, which was founded in 1931. 


The Winners in Dartnell Contest 
Winners in the 12th annual Dartnell Gold Medal com 


recently by the Gold Medal Award editor. From the sev 
eral thousand entries received, iwenty were judged to bj 
the “best” letters. Each winner will receive a gold medi 
award and a certificate of award. Forty-five entries wer 
selected for the Honorable Mention class. 

This annual event was established by the Dartnell Corp 
4660 Ravenswood Ave., Chicago, to promote the developmer 
of better techniques in business letter writing. Entry forn; 
for the 13th annual award are available. 

The winners are E. E. Ballard, Jefferson National Li! 


C. M. Cordley, president of Cordley & Hayes, 443 | 


{ 


au | =. Se we a «me cee 


Navy Comforts Service, London, England; Robert S. Burges) 
Post Office Department, Washington, D. C.; R. M. Cram 
Ozark Fisheries, Inc., Stoutland, Miss.; Willard F. Devenea 


Eyton, Steep Rock Iron Mines, Ltd., Steep Rock 
Ontaric, Canada; Mary Ann Fisher, Fisher Travel Agen¢ 
Denver, Colo.; T. Russ Hill, Rexair Division, Martin-P. 
Corp., Detroit, Mich.; E. N. McDonnell, McDonnell & Mill 
Inc., Chicago; and M. H. McMasters, Boys Life Magazi 
New York. 

Also, J. Mack Nevergole, R. G. E. Ullman Organizati 
Philadelphia; J. A. Patterson, Lily-Tulip Cup Corp. C 


cago; Mack Rapp, Detecto Scales, Inc., Brooklyn, New Yo 
| H. E. Robb, The Oster Mfg. Co., Cleveland, Ohio; L. Sel 
| Rosenfields, Baton Rouge, La.; Arthur F. Sisson, § 
Mutual Life Assurance Co., Worcester, Mass.; Carl E. Stei 
Deltox Rug Co., Oshkosh, Wis.; H. S. Walcott, Domore C 
Co., Inc, Elkhart, Ind.; George D. Wetherill, Borden's F 
Products, New York; and John and Bill Yeck, Yeck 


Yeck, Dayton, Ohio. 
April, 
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GENERALS 


| CARBO-WELD PENCILS 


Always the outstanding 
economical pencil buy. 


SEMI-HEX Office Pencil 

SEMI-HEX Thin Colored Insoluble 
KIMBERLY Drawing Pencil 

nanufac.-| KIMBERLY Thin Colored Indelible 
mpletely| KIMBERLY Hectograph Multi-Copy 
ear wal-| WET PROOF Outdoor Pencil 


eer fron 


Busines; 

lected te 

‘ica, One 

America! 

“Tl DEALER SALESMEN 

= TO HELP YOU! — 

nnounces - q 

the sev 3 ee a ; oa (ee 

zed to bj a. -. oe 

old medi 

tries wer 

nell Cory ‘How To USE,’’ ‘‘what to use,”’ 

velopmer 

ntry fornj are two important questions in selling or 

ional Li using filing supplies. Wabash dealer's ‘ 

- Merchai salesmen have the answers, for Wabash 

S. Burgesj 

fl. Cramej does not consider its job completed until 

rae the salesman has the ‘“‘know-how’’ to 

a pass along to you. Wabash quality is 

e 

artin-P accepted as “‘tops.’’ You'll enjoy better 

ll & Mille 

~ Magazin | © filing and finding with Wabash Supplies. 
Call your dealer now. 


Wakes Jane Henuls aunce (ECF 


General Pencil Company 


87-73 FLEET STREET ) JERSEY CITY 6, N.J. 


TRADE Nee mark 
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.-- the Sengbusch HP-6 Handi-pen has the utility 
and appearance that please both hard-boiled 
office managers and demanding executives. 


It appeals to busy executives—Smart and dignified HP-6 
Handi-pens make a big impression on all who see them. 
In addition to good looks, they offer smooth, efficient 
instantaneous writing service. 


Ideal for the entire office force—These efficient desk 
sets, with their effortless writing, save time and eliminate 
disturbing annoyances such as constant refilling, clogging, 
flooding. They are reasonably priced and find a sizeable 
market among quantity buyers. 


Has famous “Capillary Action” inking principle—The 
HP-6 holds 6-months’ supply of ink. Thanks to the 
scientific Sengbusch method of inking, there is no ink 
deterioration or waste; the last drop of ink in the con- 
tainer is as fresh as the first. 


For increased efficiency in your office, standardize on 
Sengbusch Handi-pen—the writing champion. Place your 
orders now. Write for circular P-47. 


Sengbusch Self-Closing Inkstand Co. 
148 Sengbusch Building Milwaukee 3, Wisconsin 


»- Plastic. bases in ee 
leek; —— é 
ep see metal. - 
Deluxe wetnet 


bases trimmed 


in gdld of silver, 
with €epper or. 
guAmetal HP-6.— 
sets, 
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Portable Magnetic Wire Recorder 

Wire Recording Corp., 1331 Halsey St.. Brooklyn, 
N. Y., bows into the business recording field with the 
Wireway, a lightweight portable magnetic wire recorder to 
retail for $149.50. The new product incorporates many inter. 
esting features which assure high fidelity recording ang 
exceptional tonal qualities along with many utilitarian 
values. 

It has a built-in oscillator which permits broadcasting to 
any radio within 150 feet range. It also contains the con- 
ventional turntable for playing phonograph discs which may 
be recorded on wire. It may also be used as a portable 
public address system. 

Encased in a rich Moroccan-type leather covered carrying 
case with a brown plastic fist-form handle and _ polished 
brass fittings, it measures 18 by 1112 by 8 inches, and weighs 
only 23 pounds. It comes complete with crystal microphone 
and two 12-hour spools of wire. 

A number of accessories are being offered for use with 
the Wireway, a telephone pickup by which 2-way telephone 
conversations may be recorded and an automatic timing 
device which records radio programs in the owner’s absence, 


Large scale production has begun in the company’s new 
plant where facilities may be quickly adjusted to step up 


this production as the Wireway is made available to more 


distributors. 


Filing Association Meets 
Miss Eleanore Cavanaugh, associate editor of Standard 

& Poor’s, spoke on subject classifications and headings at the 
recent meeting of the Filing Association of New York, 
held in the Hotel New Yorker on March 8th. Miss Cava- 
naugh is a former president of the national and New York 
chapter of the Library Association and has conducted courses 
in library work at Columbia University. 

J. Edward Conlon, vice-president of the- Rockwell 
Barnes Co., Chicago, also gave a short talk in which he dem- 
onstrated the Rock-A-File. 


Pitney-Bowes Reports 

Peacetime records in sales and production, and all- 
time record levels in employment, wages and profits were 
recorded in the twenty-eighth annual report of Pitney- 
Bowes, Inc., Stamford, Conn., which the postage meter 
company recently mailed to 5,420 stockholders and 2,360 
employees. The report is for the nine months ended De- 
cember 31, instead of the usual twelve months, because of 
the re-establishment of the calendar year as the fiscal year. 
Net profit for the nine months was $1,012,000 or 9% percent 
earned on record net sales and rental income of $10,628,000, 
compared to $1,015,000 or 10.2 percent on an income of 
$9,907,000 for the previous full year. The earnings are equal 
to $1.02 per share of common stock after provision for pre- 
ferred stock dividends. Annualized for comparative pur- 
poses, they are at the rate of $1.36 per share against $1.10 


for the previous full year. Total assets at December 31, | 


1947 were $12,750,733 against $10,095,983 at March 31, 1947. 
Current assets were listed at $5,570,461 compared to $4,377,748. 

President Walter H. Wheeler, Jr., in his statement, revealed 
that U. S. Post Office Department revenue from postage 
meters reached an all-time pea: of $303,000,000 last year, 
reflecting a 20 percent increase in one year, and the highest 
percentage—27 percent—of metered mail revenue to all U.S. 
postage revenue. 

Reporting on the suggestion system, Mr. Wheeler said that 
workers received cash awards totaling $17,171 for ideas and 
shortcuts that saved an estimated $87,726 in time, labor and 
materials. Of 1,172 ideas submitted, 238 won prizes aver- 
aging $72.14, one of the highest averages among the countrys 
industrial suggestion systems. 
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Y, “Wndex Tabs, Air Mail Labels in con- 

”) Y venient pac’ ages, Address Labels, 
fi! and Gummed Reinforcements are 

. just a few of the many Dennison 

, products for which we have a daily 
need. I don’t see how any modern 


office can afford to be without these 
Dennison handy helpers.” 


No matter what your business may be, you can 
tun it more smoothly, more efficiently, and more 
economically by using Dennison Goods. Dennison 
has a complete line of tags, labels, seals, mending 
tape and many other paper specialties designed to 


help you save time and avoid mistakes in office 
procedure. Dennison Goods are on sale at leading 
stationery counters everywhere. 


—s 


April, 1948 


Essential Stationery Supplies for HOME, SCHOOL & OFFICE 
OFFICE MANAGEMENT AND EQUIPMENT 


The right pencil for the “write” 
job can make a whale of a 
difference in the work you do. 


You're sure to make a good, distinct 
impression if you use KOH-I-NOOR, 
the pencil that has always made the 
mark for others to shoot at. 


The KOH-I-NOOR Drawing pencil is made 
of the finest materials obtainable. In every 
field where a pencil is used—art, engineering, 


designing or office work .. . KOH-I-NOOR 
is the choice. 


17 uniform degrees to choose from—smartly 
packaged—one dozen of a degree to each 
package. 


The RIGHT pencil for the RIGHT ee 


_-KOH-I-NOOR PENCIL COMPANY, “ley 
BLOOMSBURY, NEW JERSEY : 
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Top 1234”x24”, 
Height back 
3246”, 
Front 2834” 


.. . WITHIN 
~ EASY > 


REACH! 


rdinal REFERENCE 
By BOOK STAND 


Simplify use of Dun & Bradstreet Reference Book, 
dictionaries, registers, etc., by using this rigid 
All Steel Stand. Mounted on Casters for con- 
venience. In use wherever large books are 
necessary. Obtainable thru your local stationer 
or office furniture dealer or write direct. 


CARDINAL SALES, INC. 


5631 West Madison St. Chicago 44, Illinois 


“The Most Complete Line of 


se AIR MAIL ENVELOPES 


° 
in America!” 


ih @®ONION SKIN 

Be eCOCKLE FINISH 
@RAG CONTENTS 
®COPAQUE 


Sizes: #6%, +9, oer #10, #11... and the 
new modern window ... Air Mail [SAMPLES 


242 West 65th St.. New-York 23. N. Y. 


ENdicott 2-7770-7771 
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New Publications 


“3M AbDHESIvVEs IN INDUSTRY,’ research help for indus- 
trial customers in choosing the right adhesives, sealers, and 
coatings, is offered in this new brochure by the Minnesota 
Mining & Mfg. Co., St. Paul, Minn. The 28-page brochure 
contains 40 pictures, cites 18 case histories, and lists 26 of the 
more than 1,000 formulae offered by the company’s adhesives 
and coatings division in Detroit. 

Pictured are bonding operations such as plywood-to-meta] 
and vinyl-sheeting-to-wood; sealing operations involving 
aircraft cabins, auto bodies, and boat decks; and protective 
and anti-corrosion coatings for metal. Included in the case 
histories are such industries as automotive, aviation, ship 
building, oil, and refrigeration. Copies are available on re- 
quest to the firm’s offices at 901 Fauquier Ave., St. Paul 6. 


‘TAXES AND Prorir SHARING PLANS” is available to employers 
without charge from Charles D. Spencer & Associates, Inc., 
166 West Jackson Blvd., Chicago. It explains the U. §. 
Treasury approved profit sharing plans under which both 
the employers and employes are accorded favorable income 
tax treatment. 

To those only casually acquainted with profit-sharing, 
there has been considerable confusion over the term as 
defined by the Federal law and Treasury Department regu- 
lations and the term when it is loosely applied to cash bonus 
systems or ineentive plans. The booklet covers the Treasury 
Department approved type of plan under which favorable 
tax treatment is accorded both employer and employee. 

Copies are available free. 


Scrieto’s CaTA.oe, Scripto, Inc., Atlanta 2, Ga., has issued 
its 1948 catalog which clearly illustrates and describes the 
complete line of Scripto writing products. 


Attractively illustrated are: Long Writing pen, Word- 


| master pencil, Duo-Point pencil, long lead pencils, thin lead 


pencil, crayon (china-marking) pencil, color caddy, com- 
bination writing set, pencil-lead-eraser service tray, a com- 
plete line of leads—1%g inch to 4 inches in ten degrees of 
black and 16 popular colors, and erasers for mechanical 
pencils. 

Printed in full color, the catalog is 11% by 8%4 inches 
and is bound with loose leaf cover so additional sheets may 
be inserted. The concise listing and numbering of all items 
makes for quick and easy reference. 


Supervisors Hear Teamwork Lecture 
The Transcription Supervisors’ Association held 
its monthly dinner meeting early this month at the George 
Washington Hotel, New York. 
The speaker of the evening was Dr. Ear! G. Planty, assis- 
tant personnel director at Johnson and Johnson, New Bruns- 


wick, N. J. The subject of his address was “A Program for | 


Building Employee Teamwork and Cooperation.” 

The association held its first Town Meeting program at the 
George Washington Hotel, at an earlier date. The subject 
was “How Can Our Departments Best Serve Our Organiza- 
tions?” Miss Ethel Bendixen of New York University, Mrs. 
Sybil Neale of Home Insurance Co., Miss Mabel Coulter of 
Raymond Concrete Pile Co., and Mrs. Mary Berendes of 
Consolidated Edison Co. were members of the panel, with 
Miss Madeline Gorman of Calco Chemical Division of Amer- 
ican Cyanamid Co. acting as moderator. 


Table microphones were supplied each of the speakers for: 


Corp. 
April, 1948 


the special recording of the program made by the iin 
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EASY- READING. DIAL CLASSES 

. MECHANISM 
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TASCALE The “Accurate” 


for Accuracy 
STURDY, COMPACT, HOME and OFFICE POSTAL SCALE 


All-metal construction with mechanism enclosed. 
Cantilever spring (no coils) construction for 
accuracy. Colors: Office Green, Red, and Ivory. 
Individually boxed. Order 


through jobber or write di- RETAILS FOR 
rect to? ; 4 50 
+ 
s48-2 


ACCURATE PARTS MFG. CO., 12437 Euclid Ave., Cleveland 6, Ohio 


NONE OTHER LIKE IT! 


t £- Sliding Panel 
‘ae Bulletin Board 


The posting panel slides out from behind a 
glass front to give full, easy access to the cork 
tacking surface. No door frames to obstruct 
the view. Used in offices, homes, and schools. 
Strong wood frame, natural finish and fur- 
ished in three sizes. Circulars are available 
for your use. 


Write for Catalog £248 


BECKLEY-CARDY COMPANY 


1632 INDIANA AVE. CHICAGO 16, ILLINOIS 


The Fastest-Selling 


* Fountain Pen* 


in stationery 
stores is the 


Esterbrook 
with the right 
point for the 
way you write 


TO SELECT OR 
RENEW HERE'S 
ALL YOU DO 


Gsterbrook 


ol hee FOUNTAIN PEN 


National Analysts, Inc. 
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ARMA GEM Clips *FFICES «jean NO-SLIP CLIPS 
ARMA SNAGPROOF 
carted Emo 


mime CCHn) = 


ARMA TAG WIRE 


ALL STANDARD GAUGES AND LENGTHS. EACH LENGTH 
PERFECTLY STRAIGHT WITH SMOOTH, EVENLY-CUT ENDS. 
1000 WIRES TO BUNDLE. GUARANTEED COUNT. ALSO 
CUT TO SPECIAL LENGTHS. HIGHEST QUALITY WIRE. 


Consult your jobber—or write to us. 


PITTSBURGH CUT WIRE CO. 


1112-20 Galveston Ave. Pittsburgh (12) Pa. 
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We DEMANDS AN ERASER THAT'S 
Bid. on the pick-up 
\ on the job 


J 


to prevent 
paper abrasion 


only the genuine 
bears the trademark 


 — |seticion 


ARTGUM is the registered trademark of 


THE ROSENTHAL CO., New York City U.S.A. 


A Professional Drawing Kit 
For The Professional Man 


A compact, practical drawing kit for use in the home, 
office or shop. Ideally suited to designing accountant 
work sheets, office forms, laying out offices or plants, 
advertising layouts, art work, lettering and many other 
types of work. 


The kit consists of an extra fine drawing board with 
built-in parallel ruling plastic straightedge. The Pro- 
fessional Kit is mounted on rubber suction cup feet 
and rubber covered elevators, providing protection for the 
finest finishes on desks or tables. 


Kits available in sizes 12 in. x 14 in. to 30 in. x 42 in. 


We stock carrying cases for the first three sizes. See 
your local dealer for prices or write to us. 


a 


ENGINEERING MANUFACTURING CO. 
619 NO. COMMERCE SHEBOYGAN, WIS. 
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Special Libraries Association to Meet 

“Future Indicative’ is the theme for the Special 
Libraries Association 39th annual convention to be held jp 
the Hotel Statler, Washington, D. C., June 6th to 11th, 194, 
according to Jane Brewer, convention chairman. 

Nearly one thousand librarians from business and indus- 
trial organizations, hospitals, museums, newspapers, legisla- 
tive cesearch offices and special divisions of public and 
university libraries throughout the United States ang 
Canada are expected to attend the convention. 

Part I, “The Past Is Prologue,” will be a guided tour of 
historic shrines and places of special interest to a profes- 
sion concerned with the recorded past, on Sunday, June 6th. 
Part I, “The Present,” planned under the direction of Dr, 
Luther H. Evans, Librarian of Congress, as a two-day Fed- 
eral Library Institute to acquaint visitors with work-shop 
problems in Federal libraries and the library services ema- 
nating from Washington. “Uncle Sam’s Workshops” on 
Monday will take delegates behind the scenes at the Library 
of Congress, the Government Printing Office, and the Fed- 
eral libraries. 

Mr. Phillips Temple, librarian of Riggs Memorial Library 
of Georgetown University will preside on Tuesday evening, 
June 8th, at “Who’s Who in S. L. A.?”, a costume party 
where elected officers, chairmen of the 14 special subject 
groups and presidents of the 24 chapters will identify them- 
selves in answer to quiz questions pertaining to their subject 
field or location of chapter. 

Mrs. Irene M. Strieby, Association president and librarian 


of Eli Lilly Laboratories in Indianapolis, Indiana, will con- | 


vene the Association for Part III, “The Future.” on Wednes- 
day, June 9. 

Outstanding speakers, expert in fields of knowledge used 
in advertising, business, finance, insurance, science-tech- 
nology, social sciences, transportation, education, legislative 
research, and fine arts, are scheduled to address subject 
group meetings at Thursday sessions on “Information at 
Source.” The formal convention will adjourn Friday, fol- 
lowing the annual business meeting of the Special Libraries 
Association and the installation of new officers. 

Washington, D. C., Chapter will entertain Friday evening 
on a moonlight cruise down the Potomac River, and on 
Saturday additional library visits in Washington and vicinity 
will be arranged. 

American University, George Washington University, 
Georgetown University, The Catholic University of Amer- 
ica, and Maryland University librarians will participate in 
the convention program, and the University of Virginia 
librarians at Charlottesville, Va., will be hosts to delegates 
joining the post convention tour through Shenandoah Valley 
to Williamsburg, Richmond, and Fredericksburg. 


Libbey Speaks Before OEA 

The March meeting of the Office Executives Associa- 
tion of New York (New York Chapter, NOMA) had as its 
guest speaker, Mr. C. O. Libbey, head of the office methods 
staff of the Tennessee Valley Authority. David E. Griesemer, 
Babcock & Wilcox, Inc., president of the group, presided. 

H. B. Harrison, Kenneth H. Ripnen Co., acting for Walter 
Welch, Combustion Engineering Co., chairman of the chap- 
ter’s membership committee, announced the admission of 
R. T. Wyant, American Marine Hull Insurance Syndicate; 
Lowell M. Comee, Cutler Hammer, Inc.; Ray Colcord, Jr, 
Booz, Allen & Hamilton; and Ross B. Whitney, Jr., Uarco Co. 

Mr. Libbey, introduced by E. H. Conarroe, Metropolitan 
Life Insurance Co., said that “office management all over 
America, is going through a period of change,” and urged his 
audience to shape his thinking and practices accordingly. He 
pointed out that systems and procedures was making great 
strides, and winning increasing recognition. 
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SAFE, HANDY! 
All These 
SAFE-KEEPING 
Features! 
| 9 Seeret Chamber 
@2 Locks—2 Keys 
2 20 File Folders 
¢ 5 Storage Envelopes 
9 Swivel Front 
@ All Aluminum 
Gq Complete 
Slightly Higher 
West of Rockies 
For Your 
Personal, Portable File, 
Choose Maso's “Bankette"! 
For safekeeping your valuables, per- 
sonal papers, keepsakes, tax and other 
records, you can't beat Maso’s ‘“Bank- 
ette’. Fire resistant, water repellent, 
the “Bankette” is a full 13” x 12” x 
5%” deep. Quality built for lasting 
service. Secret chamber with separate 
lock, 144” deep. Swivel front opens a 
full 3”. Easy to file. Ample room for 
* . 1 everything. Your choice of beautiful 
Lightweight, Tertatte! baked enamel, Hammerloid finish, Green 
Istrong steel handle. Take or eaae. 
anyplace. So handy, con- 
venient ! ORDER FROM YOUR STATIONER 


500-32 $. THROOP ST. CHICAGO 7, ILLINOIS. 


AUTOCOPY RIBBONS 
MAKE BETTER MASTER SHEETS 


Made of the finest cloth and scientifically inked to make 

clean, sharp master sheets, AUTOCOPY ribbons are 
known for their high quality. 
AUTOCOPY ribbons are made in Semi and Full Ink- 
ings, and are available in purple and purple and red. 
Copying and in combination with Record Inking for spe- 
tial purposes. 

AUTOCOPY ribbons are made for all makes of type- 
writers. Ribbons for adding and bookkeeping machines 


are special, 
AUTOCOPY, INC. 


462 W. Superior St. 18 W. 18th St. 
| Chicago 10, Illinois New York 1, New York 


SUPERIOR MANUFACTURING CO. 


Apri], 1948 


SAFETY 
WIRE CLASP 
SAVES PAPER, 
TAPE, TIME 


Postal 
Shipments 


No Wrapping — No Tying, 
65 sizes — 1,000,000 boxes in 
stock for immediate delivery. 
“ : —Send for Catalogue. 
MAIN OFFICE 
ATTLEBORO FALLS, MASS. 


BOX COMPANY 


NEW YORK OFFICE 
175 FIFTH AVE. 


| FACTORIES: ATTLEBORO FALLS AND TAUNTON, MASS. 
*“ANUFACTURERS OF A COMPLETE LINE OF SET-UP BOXES 


YEW! e 
MEW! f. 


PLASTIC HEADED NAIL 


For home or office use, this patented, 
new, Superior plastic headed nail can be 
driven into tough wood or walls. Avail- 
able in any color—including luminescent. 
Use them for 


%& map or chart marking 

% making indoor or outdoor signs 
% furniture or upholstery 

* picture hanging 

% decoration 


Superior plastic headed nail colors are permanent. 
They stay bright and don’t chip. Send for 
folder and samples. 


distributed by 


Gray baR 


ELECTRIC COMPANY 
in 97 principal cities 


20H MAIN STREET, FITCHBURG, MASS. 


OFFICE MANAGEMENT AND EQUIPMENT 99 
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“Well... where do 


I hang my coat?’’ 


When she’s ready for that first day’s 
work, man—well, women are funny 
about inadequate cloakroom facili- 
ties. And your best secretary won’t 
tell you! A penny post card will 
bring you a catalog of Ard’s chrome 
costumers with full specifications, 
prices and accommodations. Drop it 
in the mail today on your way to 
lunch. 


Above, No. 42C Wall Coat and Hat 
Rack to hang on wall where space is 
limited. 42” and 72” lengths. To the 
left, No. 14CB 8-hook Revolving 
Chrome Costumer with heavy cast 
iron base, gleaming chrome column 
and 12” diameter wheel. 


ARD MFG. CO., INC. 


29 Vine Street, Box 442, Evansville 8, Ind. 


Ace has always built but one kind of stapling equipment . . 
the best. Users, the world over, are well aware of this fact. 
Every machine and every staple is produced with a degree 
of skill and watch-like precision unapproached in the 
stapling industry. This fine workmanship, plus the best 
materials obtainable, give to Ace Staplers those smooth, 
efficient reliable operating qualities so greatly appreciated 
by all who use them. 


ACE SCOUT 
A durable, long- 
Staples, pins and 


tacks. Guaranteed 
for five years. 


ACE CLIPPER 


One of ACE’S finest 
models. Light weight, 
easy action. Precision 
engineered from finest 
steel. 


ACELINER 


Most beautiful and effi- 
cient stapler ever built. 
It staples, pins, tacks 
and hand fastens. 


ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 13 


| Canada. 


OFFICE MANAGEMENT AND EQUIPMENT 


Prudential to Employ Married Women : 
The Prudential Insurance Co. of America has liberal]. 

ized its personnel policies to permit the employment of mar. | 

ried women in its offices throughout the United States ang 


The new policy also provides that female workers can be | 
retained in their jobs after marriage. Moreover, married 
women will be employed to fill new positions. f 

The old policy had been in effect for many years except 
for a suspension during the World War II period because of 
the personnel shortage. After the war, it was reactivated 
October 1, 1947. During the war years, the Prudential em- 
ployed hundreds of married women, and these have been 
retained in service. 


Under the newly liberalized program, some 150 women 
formerly employed in the Home Office in Newark, N. J., who 
married and resigned after October 1, 1947, may now be con- 
sidered for reemployment. The number of those eligible for 
reemployment in the field offices has not yet been deter- 
mined. 

In all of its operations, the Prudential employs approxi- 
mately 42,000 persons, of whom about 12,800 are women, 


Pyrene Recalls 500,000 Extinguishers 

The Pyrene Manufacturing Co., Newark, N. J., has 
called in more than half a million of its hand fire extin- | 
guishers. 

An elusive and persistent corrosive in the extinguisher 
fluid, supplied to Pyrene by an outside manufacturer, has 
severely damaged some of the extinguishers the company 
has sold and would probably affect others in time, the com- 
pany explained. 

The corrosion affects certain internal parts so the extin- 
guishers cannot be operated. Exacting company tests and 
extensive research by its consultants gave no clue to the 
destructive element. 

All extinguishers recalled are of the vaporizing liquid 
pump type. They are quart and 11% quart sizes with the 
exception of a small number of pint size. The serial numbers 
of the extinguishers involved can be had from the company 
on request. 

They represent only a small percentage of the millions of 
extinguishers made by Pyrene since the company was estab- 
lished in 1907. : 

George H. Boucher, Pyrene vice-president, promises own- 
ers of recalled extinguishers that they will be replaced as 
soon as possible. 


— 


vee 


7) ogee ar g-gh esaaairay ary eee 


eee RR 


SoundScriber Appoints 
Herbert Gfroerer, executive vice president of the | 
SoundScriber Corp., New Haven, Conn., manufacturers of 
electronic disc dictation equipment has announced the ap- — 
pointment of Richard W. Davidson as sales manager. ' 
Mr. Davidson, a veteran of 23 years in the office equipment 
business, the past 15 years of which were with the Interna- 
tional Business Machines Corp. as a sales executive, brings 
to SoundScriber his broad experience in this field. He pion- 
eered in the development and marketing of the electric type- 
writer, having been associated with Electromatic Typewriters, 
Inc., prior to its acquisition by International Business Ma- 
chines. 
For nine years Mr. Davison was sales agent for the I. B. M. 
typewriter division in the metropolitan New York area. At 
the beginning of the war he was called to their plant in 
Rochester for a special engineering assignment, at the con- 
clusion of which he organized the personnel department. He 
then entered the sales field again, as a sales executive in the 
Typewriter Division, which position he held until his joining 
SoundScriber. During 1947, he also acted as liaison between 
engineering and sales. 


> | 
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Many Styles — Wood or Steel 


Also non-folding chairs, tablet arm- 
chairs and folding tables. 


PROMPT 
SHIPMENT 
FROM 


T-22 
Write for Prices of 
These and 
Other Chairs 
Please Specify Your 
A-65 


Present Requirements 


It’s ADIRONDACK for a complete line of fine seat- 
ing equipment. Inquire now! 


ADIRONDACK CHAIR CO. 


Dept. 1, 1140 Bway. 
New York 1, N. Y. 
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COMPLETE LINE OF 


OIL COLOR SETS 


$3.00 TO $18.00 IN ATTRACTIVE WOODEN BOXES 


All sets contain palette of 
colors, brushes, linseed oil, 
turpentine, palette, etc. 


Each 
$3.00 
. 4.00 
5.00 
6.00 
8.00 
9.00 
9.00 
12.00 
15.00 
18.00 


ORDER FROM YOUR 
STATIONER 
TODAY 


WRITE FOR ILLUSTRATED CATALOG 


NOBEMA Products Corporation 


141 GREENE ST., NEW YORK 12, N.Y. | 


VISIBLE EQUIPMENT SPECIALISTS 


We can supply excellent, reconditioned visible equipment. 
Also supplies for all makes. 


ACME * GLOBE-WERNICKE * Y&E * 
KARDEX * RAND * INTERNATIONAL 


Also all types of vertical filing equipment, including fire- 
proof files, safes, Ledger trays, etc., new and used. 


All equipment fully guaranteed. 


Write for Prices 


Heineman Office Equipment Co. 


4 N. 8th Street St. Louis 1, Mo. 
Phone: Central 6282 


BUY 
wu. 8. 
SECURITY 
BONDS 
NOW! 


OFFICE MANAGEMENT AND EQUIPMENT 


WANT-AD OPPORTUNITIES| 


Rates are 10c a word. Minimum charge $2.00. Payable 
in advance. Address replies to all Box Number ads ¢/9 
OFFICE MANAGEMENT & EQUIPMENT, 260 Fifth Ave, 


Employment Service (Male) 


SALARIED POSITIONS. $3,500-$35,000. If you are considering a ney 
connection, communicate with the undersigned. We offer the origina) 
personal employment service (38 years recognized standing and reputa. 
tion). The procedure of highest ethical standards, is individualized to 
your personal requirements and develops overtures without initiative 
on your part. Your identity is covered and present position protected, 
Write for particulars. R. W. Bixby, Inc., 292 Dun Blde., Buffalo, 2, N. y, 


a 


———$—— 


Positions Wanted—Male 


AVAILABLE TO YOU: Seasoned advertising man of executive calibre, 
Twenty years experience all phases of advertising, sales promotion and 
public relations seven years as Ad Manager in office machines y 
field. College background. Ready for interview re: Advertising orl 
sales opportunity. OM-20. = 


| 


CONTROLLER. 17 years’ public accounting and controllership experi- 
ence. Installed systen.s, conducted surveys and investigations. Familiar 
with industria! costs, Federal and State taxes. Has written reports for 
Stockholders, Directors and SEC. Graduate of Pace Institute, CPa, 
Age 38. Salary $7,000. M-241. 


CONTROLLER—-ADMINISTRATIVE ACCOUNTANT. 15 years’ experi- 
ence as Controller, Chief Cost Acct. and practicing CPA. Seeks full 
charge with full responsibility and authority for policy—to supervise 
personnel—oflice and records—for all matters pertaining to costs— 
financing and accounting. Age 36. Married, 2 children. $8,500. M-230. 


GENERAL MANAGER AND TREASURER. 15 years’ 
Thorough background and management involving finance, 
planning, coordination of activities. Presently Treas. 
and Mfg. Subsidiaries doing sales volume of $1,750,000. 
Contract negotiations AFL-CIO. Salary $6,000. M-246. 


experience, 
production 
of Parent Co. 
Experienced. 


OFFICE MANAGER: Nearly 20 years of office experience. Have re- 
vised office systems and supervised installment of machine accounting 
Have revamped sales data so as to present a clear and comprehensive 
analysis. Assumed responsibility for handling orders, credits. and 
collections, and all details including general accounting. Salary $4,000. 
M-216. 

ASSISTANT PURCHASING AGENT with 7% years’ experience Domes- 


tic and Export with large manufacturing corporations. Former Major 
in Army Air Forces. Age 32. Free to locate anywhere. $5,200. M-239 


CONTROLLER, TREASURER, CREDIT MANAGER. _ Sixteen years’ 

heavy financial experience. Thorough knowledge of domestic and for- (~ 
eign trade, Agreeable to travel U. S. or foreign countries. B.B.S. de- 
gree. Married, no children. Age 35. Salary $5,500 domestic. M-249 


EXECUTIVE ASST. 15 years’ background in industry. Set up and ad- 
ministered branch office. Able to organize work and pursue in effective 
manner; capable of handling or supervising work requiring great atten- 


tion to details. College. Age 35. Married. Salary $4.800. M-227. 
Re 
Positions W anted—Female n 
e 


ADMINISTRATIVE ASST. 10 years’ assistant to top executives. Ability ne 
to organize, train personnel. 8 years’ executive engineering work in 
connection with safety and health standards. College grad. Tall, Al 
friendly personality, executive type. $4,500. F-253. 


PURCHASING AGENT. Thoroughly conversant with running procure 
ment division. Proven ability to cooperate with sales, advertising and j 
promotion departments in connection with all merchandising problems Kr. 
9 years’ heavy industrial experience, including electronics. 2 years ‘ 
packaging in cosmetic field. Age 32. $5,000. F-254. 


Help Wanted—Male 


SYSTEMS AND PROCEDURES—Standards & Budgetary Control and U 
Methods Engrs. for Baltimore manufacturer. Age 25-35. College deereeq 7 | 


or equivalent in Business Admin.—Indus. or Mechanical Eng. or Cost 
Accounting. Jrs. or Srs. Minimum of 3 years’ exp. required. 40 hour 
week. Housing available. Career jobs for those qualified. Salary 
depending upon experience and ability. W-283. 


For Sale or to Buy 


1—Sundstrand Bookkeeping Machine #440601—D284091_ with 26 
carriage. Will handle accounts receivable and payable. May also b 
used as Payroll Machine—makes payroll journal. check register, Pa 
statement, pay check, individual earnings records to date, overtim4 
records, deductions and other necessary information in one postin 
operation. Simple to operate and real time saver. Machine and al 


necessary equipment in A-1 condition. Price upon request. P. ¢ 
RITTER COMPANY, Bridgeton, N. J. Phone 1350. 


WANTED: Multiliths, Graphotypes, Business Machines, Addressographi 
Mailing Equipment, Multigraphs. Quote model, serial number, prt 
wanted. Harold M. Bennett Company, 595 Fifth Avenue, New Yo 
ny Bw. F 


FOR SALE—Burroughs Accounting Payroll Machine; Model 


30; Se 
No. A374875. Perfect condition; Price $1200.00. Also one Ag 


graph Check Signing Machine: Model #51; A-1 condition. Pri 
$110.00. J. P. DAVENPORT, 126 N. Galt Ave., Louisville, Ky- 


Patent Attorney 


PATENT ATTORNEY secures patents, trade marks, copyright: = 
send me your sketch or model. Confidential advice, literature. ™ 
POLACHEK, 1234 Broadway, New York City. 
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FOR FAST, ACCU- 
RATE TYPING OF 
BOTTOM LINE IN- 
DEX ON ALL VIS- 
IBLE CARDS 


10 CARD SIZES 
$1.45 to $1.75 


Ask Your Visible 
Systems Supplier 


TTOM LINE CARD HOLDER 


ELE 


0 


or write to 


PALLEY MFG. CO. 
69 Mechanic St. 
Worcester, Mass. 


Controlled Front Feed Stop 
Gives Precision Alignment 
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For Mounting With Complete Visibility 
GnrgeZ 


TEANSPARQ 


“CLEAR AS GLASS” 


The ideal corners for mounting 
photos, stamps, clippings, etc., in 
albums or wherever desired. Will 
not injure gummed backs of stamps. 
Used for years with perfect 4 -y- 
tion. Photos or prints may 
moved at will. ade with black 
or white background. 


Order from your dealer or write 


Engel Art Corners Mfg. Co. ‘“Ghicsoe 40 tilings” 


Chicago 40, IMlinois” 
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KARDEX pei 
CABINETS $5950 


patois “Ty Spine | 

ile—solidly built of wood. 

Reconditioned (good as Gm 4 aay - 
new) olive green. 


ALSO OTHER SIZES 
WOOD KARDEX, 
STEEL KARDEX, 
And Other Makes 

World’s Largest Dealers in 


Guaranteed, Rebuilt 
Visible Equipment. 


15 drawers. 
Capacity 1,020 cards. 
Complete with 
5x8 card holders. 


UNIVERSAL OFFICE EQUIPMENT CO. 


7 Waverly Pl., New York 3, N. Y. GRamercy 3-3741 i 
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a PLAST 


More and more typ- 
ists prefer Norta, the 
modern plastic type 


efficient. Longer last- 
ing. A favorite since 
1924. 


Vv 


THE ORIGINAL 


NORTA 


IC TYPE CLEANER 


NORTA DISTRIBUTING CO. * 1123 BROADWAY, NEW YORK 10, N. Y. 


1. 1948 


AT LAST! A PRACTICAL WAY TO 
STORE TIME CARD 


waake™ 


Portable — Removable — Permanent — Adjustable 
All-Steel Construction 


FYL-A-KARD MFG. CO., 1327 W. Girard Ave., Phila., 23, Pa. 


—and both State and Fed- 
eral regulations say you 
must keep them. Fyl-A- 
Kard fits into a 12"x24” 
file drawer, or can be used 
as active open file for time 
cards, job tickets, repair 
orders, etc. Price: $7.75 
and $8.15. Write today 
for specifications. 


A— PREFERRED BY 
“==, STENOGRAPHERS 


Clarotype cleans typewriter type i 
jewes thoroughly, sconomically. 

brushing — no spattering — non- com 
mable. Order a 50c bottle from your 
stationer or typewriter supply dealer. 


THE CLAROTYPE CO., Inc. 


261-DM Broadway New York7,N. Y. 


(= 
C LAR- O-TYPE 


_ THE BEST KNOWN TYPE CLEANER 
KNOWN AS THE BEST 


id 
~ 
— 


ble Reeord 
Complete $ i ™ 6 0 


Quick « Convenient 
Save Time 


Handifax Cards join together. File sheets of 
cards on edge in correspondence folders. Use 
half inch visible margin for Indexing, Tabulation 
and Color Signals. 
Ten years national use. 
Order today, money back guarantee. 

Ask for catalog 


ROSS-GOULD CO. ST. LOUIS 


311 N. Tenth St. (1) 
the original and still the best! 


1 
BINDER CLIPS 


Miler 
4 Ypres! 3 Sizes: %", 1%", 2” 


In demand — because they are strongly 
made, long lasting, economical to use. 
L.E.B. Binder Clips are precision made 
of rustproof tempered spring steel. 
Nickel-plated removable handles. 


Thesis of Cards 


Handifax 


Send for complete Cado line catalog. 


CUSHMAN & DENISON MFG. CO. 
135 West 23rd Street, New York 11, N. Y. 
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Fyi-A-Kard Co. ......... 


A 


Acco Products, Inc....... 
Accurate Parts Mfg. Co... 97 
Ace Fastener Corp....... 100 
Adirondack Chair Co..... 101 
All Purpose Metal Equip- 
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All-Steel Equipment Co., 


American Hair & Felt Co. 86 
American Writing Paper 
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Art Steel Sales Corp.....68, 69 
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Avrick Paper Co......... 96 
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Browne-Morse Co. ....... 77 
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Cardinal Sales, Inc....... 96 
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Codo Mfg. Corp........... 78 


Cole Steel Equipment Co. 
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Commercial Controls Corp. 10 
Corry-Jamestown Mfg. 
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C-Thru Ruler Co......... 
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Dennison Mfg. Co........ 95 
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Doran Mig. Co............ 88 
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Eagle Pencil Co........... 71 


Eastman Kodak Co....... 
Engel Art Corners Mfg. 
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Engineering Mfg. Co...... 98 
Esterbrook Pen Co........ 97 
Eureka Specialty Printing 
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Faber Pencil Co., Eberhard 16 

Fulton Specialty Co....... 101 
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General Fireproofing Co... 5 
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Manifold Supplies Co..... §; 
Maso Steel Products..... ‘ 


Mason Box Co., The....., 
Mittag & Volger, Inc...... 
Moore Business Forms, 
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Office Management & 
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Operadio Mfg. Co......... 
Oxford Filing Supply Co. 
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This man, 


this year, 
will eliminate 


waste and inefficiency 
in hundreds of 


U. S. businesses 


A Diebold systems survey of your record-handling 
operations may result in work simplification . 


greater efficiency . . . and considerable savings for you. 


Let a Diebold Man survey your record- 
handling operations at no cost to you. Diebold 
makes al/ four types of record equipment, 

so the Diebold Man’s recommendation 
is unbiased. He is a specialist in properly 
fitting equipment facilities to job 
requirements. Look up Diebold in 
your phone book or write—Diebold, Inc., 
1527 Fifth St., S.W., Canton 2, Ohio, 


If vertical filing is the answer to your problem— 
V-Line Posting Trays are recommended for ma- 
chine and hand posting jobs. They speed finding, 
filing and posting ... fit most form sizes... 
protect records from becoming dog-eared ... 
expand and contract easily ... encourage 
correct guiding ... save space and money. 


sup * ) - 4 a Diebold Systems 
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IM ROTARY, VERTICAL AND VISIBLE FILING EQUIPMENT « SAFES, CHESTS AND VAULT DOORS + BANK VAULT EQUIPMENT+ BURGLAR ALARMS 
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THE UNOERWOOO 
ALL-ELECTAIC 


Fd RECEIVING DEPARTMENT 


Mr. Appleby 
the Underwood All-Electric 
is here! 


4, MR. APPLEBY — ASST. 


& oe eee vee See i Sika 


VP. 


Yes, and your boss will make you 
the happiest secretary in the world 

. . when he gets you an Under- 
wood All-Electric Typewriter. 

It’s the easiest-operating type- 
writer you’ve ever used. Every key 
responds electrically to your light- 
est touch. 

You'll be surprised . . . and 
your boss will be delighted . . . at 
the perfection of work you attain. 


Mr. Quinby 
the Underwood 
All-Electric 
is Here! 


@ wr. QUINBY — OFFICE MGR. 
les . a — 


Mr Willoughby... 
the Underwood Alt-Electric 
is here! 


Ni iA SS TTL ae go NE AO eS AO REE Si ite. St 


All impressions uniform. Charac- 
ters perfectly spaced and aligned. 
All carbons clear, neat, legible. 
Every letter . . . better! 

Until you've tried an Under- 
wood All-Electric you simply can- 
not imagine how wonderfully easy 
and clear-cut typewriting can be. 

Telephone your local Under- 
wood representative for a demon- 
stration .. . right now! 


MR. WEATHERBY... 
THE UNDERWOOD 
ALL-ELECTRIC 


MR. SMITH... : 
THE UNDERWOOD ALL-ELECTRI¢dEe 
2 iS HERE! 


6, MR. SMITH — PRESIDENT 


Underwood Corporation 


Typewriters... Adding Machines... Account 
j "ladies re Cubes Paper . . . Ribbons 
and other Supplies. 

One Park Avenue New York 16, N. 
Underwood Ltd., 135 Victoria St., Toronto 1, 
Sales and Service Everywhere © 
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Undern 000 1» rw 


TYPEWRITER LEADER OF THE WORL t 
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